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‘needed basis due to limited financial and human resources. Consequently, what

. affirmative action. It is concluded in the Altadenc cass, ihat the job classification

a thorough and\systematic analysis of all the organization's jobs, is less than a

ABSTRACT

- A good job classification plan is predicated on a thorough job analysis of
all of an organization's positions. _ It is believed that job classification plans in

14 @
most local governmental agencies are developed in a piecemeal fashion on an as-

is more likely than not to result is an incoherent plan permeated with incongruities.
Moreover, most public Iibrarig;s because of size fall into this category and there-
fore suffer the same malady. Given this situation, the central question treated is:>
Can a pre-existing job classification plan, evolved in this manner, serve as an
effective instrument for affirmative actior in personnel selection and promotion?
To answer the question, the case study oppioach is emplo;'ed. The job classi-
fication plan of the Altadena (California) Library District is exomined in light of

the principles and techniques of job analysis and job classification applicable to

.

plan, developed with no forethought to affirmative action and without benefit of

.

- ¥

nstrument for affirmative action in personnel selection and

desirably effecti

promotion. Lastly, certain recommendations are made for affirmative action in¢

general to libraries and the librarian profeision for the better utilization of man-

power. If implemented, it is.expected they will not only serve the disadvantaged ’

~

e

E 3

e

but will also improve library service and,in turn, benefit the public. v

’,

P

v
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C}:cpter 1

INTRODUCTION AND PROBLEMS | /

» v .

The movement for good government occurring at the turn of the century

43

established goals that generated a number of high expectations for civil service .
personnel systems that have failed to materialize. Instead of promoting equality

of opportunity for all groups in society, these systems have frequently been anti-

egalitarian and protective of the status quo. As Marilyn Gittell observed:

. . . Higher standards for entrance, narrow job classi-
fication., c0nsfcnfly mcrecsed credentialing requirements, and &
maze of examinations have served to protect those who make up
the system and as an effective screening technique for keepmg out
not those who are fit, but rather those who do not fit.

The unfortunate result has been the development of meritocracies composed of elitist

-

corps.

Long-held shibboleths about the civil service are now being challenged
by the fact that the so—called merit system has failed to prove itself truly meritorious.
Over the years, serious questions about the procedures of public service bureaucracies

" developed as a result of a lack of responsiveness to their clients combined with an

obvious inability of these systems to recruit minorities.

With the growth of the Civil Rights Movement in the 1960's, there was a

concomitant rise of concern' for equal employment rights as one of its aspects.

Daad

9




Although the principle of equality in qublic employment had been promulgated in
the personnel policjes; rules, and regulations of most public agencies, many in-

equities existed and still exist today. Minorities and the so-called disadvantaged

were frequently excluded from public employment, or if they obtained employment,

from middle or higher-level positions by virtue of artificial barriers if not, indeed,

¢ * «

by blatant discrimination. As was suggested above, one of the contributors to this
kind of discrimination is the way in which the merit syétem itself has been applied

‘ v
even though it espouses the concept of "equal employment opportunities” and

professes dedication to the cardinal criteria of objectivity and impartiality in its

practices. Michael Wilson capsulized the problem it had created for itself,and

-

one of central problems to which this project is addressed, in the following mcnner:
S~
. . . Depending on the ways in which they are adminis-
tered, civil service merit systems can be either friends or obstacles
to individuals trying to gain access . . . inio the public service.
To the extent that they prevent considerations such as race, religion,
sex, or political beliefs from deziding who shall receive jobs, the
. merit systems are valuable allies. Unfortunately, however, irrele-
vant criteria have become entrenched in mdst personnel systems, |
. usually placed there in the name of objectivity. These include L
: arbitrary written tests requirements, unreasoncbly high qualifica- .
tion standards, and suitability regulatidns which bear no relation -
to an individual's ability to perform a certain job.2 [l.c|1c<
mine. ]

5
A3

Thus merit systems had become a two-edged sword.
” “This inherent anomaly describga b~inilson was sought to be rectified as
an outgrowth of the Civil Ri:c;hfs Movement through the ‘passage of several Federal
laws: prin;ipolly, Tff!e VI of the Civil Rights Act of 1964 and the amendment
thereof titled the Equal Employment Opporfunif';Acf of 1972. They are expressly

directed at prohibiting and/or eliminating discrimination in employment prccffces

by race, color, religion, sex, or national origin, By amending the 1964 act,
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* Congress extended the law to cover virtually every governmental agency and sub-

division thereof that have fifteen or more employees for each working "dc); of twenty

. . . 3 - . g
or more calendar weeks in the current preceding year.  In addition, the Guide-

lines on Employee Selection Procedures set down by the U. S. Equal Employment
Opportunity Commission were adopted by the California Fair Employment Practice

Commission. Furthermore, the American Library Association resolved in 1974 that

steps be taken within the library profession to assure that equal employment oppor=
tunity become a matter of fact by virtue of adopting the ALA Equal Employment
Opportunity Policy._Ar So equal employment opportunities for all Americans is now

a matter of public policy as well as an issue of conscience and principle on the part

3
¥ .
of many individuals, employers, labor unions, and professional associations.

2

P?bblem and Thesis

< '
)

It is the purpose of this project to see if a pre-existing job classification
il

" plan can serve as an effective instrument for affirmative action in personnel selec-

tion and promotion. To illustrate the validity of the thesis, that a pre-existing
job classification plan can serve as an effective instrument for affirmative action
in personnel selection and promotion, the project shall examine the job classifica-

]

tion plan of the Altadena (California) Library District.

The major concern of this project shall be focused on the job specifico-f
tions or qualifications contained in - class specifications. The job quclificcfio-ns
are derived from the presumed requirementof the job. The [;ublic issue i;: Are the
stated requirements ofﬂq iob related to the job tasks? If they are not, then Ep
effect they sewrve as artificial barriers to selection and promotion. The problem then

’

becomes: How can we be certain that the requirements are validly related to the tasks?
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Once this is determined the next concern is for implementing an affirmative action
plan to move disadvantaged persons into the organization and up the organizational

ladder. -

s

The statement of purpose in the EEOC Guidelines (1607. 1(a)) underscores

these overall concerns. It reads, in part, that they are predicated’on the belief that *

properly validated and standardized employee selection procedures can significantly

contribute to the implementation of non-discriminatory personnel policies. . .\

They emphasize that job analysis becomes an important tool in any such process.
It provides the necessary information for the construction of tests und any other selec-

tion procedures as well as data for determining their validity.

»

Organization of Project

The major parts of the project are Chapter 2 which presents a theoretical |
discussion of job analysis; Chapter 3, the principles of position=classification;

Chaptér 4, the Altadena Library District as a zuse study; and Chapter 5, the con~

W

clusionsand recommendations. The reader's attention is also called to the Glossary

-of technical terms used.in job analysis and position~classification and the appendixes.

The appendixes include much of the data used in the posifién-clcssificcfion of the

Altadena Library District performed by me. That specific data is presented in its

]

original format so that the reader can better appreciate the problems encountered

4

by the classifier. Appendixes F and G respécfively are the older class specificcfionsv

. .to be
and job descriptions which were found/nadequate after a period of time. Appendix

E represents the new class specifications written by ‘me as a result of the position=~
classification | performed. And it is analyzed in this péper. Important to this is
Appendix H, the standard by which the position-classification was done. The

remaining appendixes are self-explanatory by their titles and the ref?rences made

9
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to them in the text.

Job analysis. Chapter 2 discusses the principles, methodology, and techniques of

job analysis as they may be applied to affirmative action. Important to the process

[

is determining what the worker dces, the level and difficulty of the work which, in

) ) ¢
turn, determines the job requirements. The chapter will examine the systems

s

approach, employing the concepiof Functional Job Analysis and job restructuring
from whence career lattices are constructed. This discussion will serve to under-

score the importance of job analysis in affirmative action programs and serve as a

theoretical reference for evaluoting the position-classification study in Chapter 4.

[

Position~-classification. The principles and techniques of position-classification as

outlined in Chapter 3, are to be used as a guide to how a job classification plan

»

should be formulated. As such it becomes a point of reference also for analyzing
the case study. It should be stressed, however, that position-classification is a
far more involved subject than the brief resume presented here. This overview has

tried to highlight those aspects most pertinent to the position=classification of the

Alfcde_ng[.jbrq_r_){! District which, incidentally;-had clrecdyfbegnwperr—formed,;—*-‘—"“—

-

Furthermore, there was an attempt to emphasize principles applicable to affirma-

tive action..

Case study. The Altadena Library District position-classification study is presented

as a means of examining and testing the earlier stated thesis that a pr —existing job

-

classification plan can serve as an effective instrument for affjrmative action in

[ \,

k]

- kY
personnel selection and promotion. The case stody methodology is ideographic;

it is episodic, descriptive, and particular. [ts conclusions are arrived at deductively.
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This is contrasted with the nomothetic kird of study which is fingoreticcl and

abstract and whose generalizations are often inductively based on empirical evidence
and statistiés. ?

The situational characteristic of the case study method mck;as it individu-

alistic or uniéque. So the reader is fomcrn;,d that whatever conclusions drawn from
s : .

such an approach, utilizing only a single case, are rather particularized. They
are dependent on a particular setof conditioﬁs.‘ Consequently, the c}apliccbilify
of the case to other situations must take the various conditions into consideration.
However, it is expected that the case study method will give some new and objec~
| tive insights into personnel selection and promotion.
| .
: ‘ The Altadena scenario is fHoughf to be a somewhat typical case of how
} + job classifications are developed and rationalized in smcllér public agencies, and in

e - have
llbrcrues particularly, that / ||m|fed funds and professional manpower for a thorough

. . . : I

|
‘ . « analysis of the organization's position. Many times such clcssificcfion schemes grow
| out of a need to assign certain positions to a pay plan. Positions, in such cases, are

» o
often created on a as-needed basis in response to a group of tasks which are in want

o . P P
e . of someone to perform. Moreover, jobs are frequently enlarged to make use of an -
|
! i .- 3 !';" ) L1 ‘ \‘r” ¢ -
employee's special skill or abilities. .
| .

. Especially beccuse_of the smallness of the 0rgcnichion‘, there are over-

— _ﬂIOppxng-of duties wherein personhel cross over intd®several functions which complicates
particularly : . ‘
‘ the sifucfion. This is believed‘ to be / true of library work per se. T;
JA_._,,.-/
‘ » general situation is further c0mpounded by the fact that in a smcl’rpubllc agency,

the posmons usually are locked into the pay sccle at least for fhe current fiscal

year because of a tight budget.

.

Additionally, in the enéuing year it may be difficult to obtain a sufficient 4

N .
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increase in the personnel budget dictated by tie principle of "equal pay for equal

viork," The governing board mc;y take u pragmatic position that cgﬁlong as the

perso% occupying the posirion concerned is contented with his pay why should it

approve a reclassification that would command a higher pay range . Of course,

the position classifier or administrator may prdvgmcficclly counter by arguing that

&
i

should the pésifion be vacated he would be in a better position to fill the vacancy.
This presumes that the qualifications for performing the duties of the position are

valid and the correlated pay plan is, in turn, related to the availability of persons

v

# with the necessary skills in the job market. Often the governing board remains

steadfast in just such a sifuvcr:fion described and complicates the problem thus created
with future incidents. In this way, the agency is likely to develop an incoherent
iob-clcssificcfion-‘plcn full of incongruities.

Adding to the overall problem, are the preferences of employees for per-

. forming certain tasks. Therefore, restructuring of positions is not always a satisz

factory answer for solving the dilemma for fear of creating staff dissatisfaction by

requiring staff members to perform tasks not to their liking. The smallness of the

staff, having given work preferences, limits the feasibility’of such reassignments.

As a result, the agency is fikely to acquire over a period of time a mishmash of a

classification scheme. Thus was the situation at the Altadena Library District.

<
kS

Conclusions and recommendations. Chapter 5 consists of a.critical summary of the *

Altadena Library District job classification plan, a critique of the thesis, and some

general regommendations to libraries and the library profession for affirmative"

‘\\ -
action. ||




~ Review of Literature : .

-

Although there is a substantial body of literature on tests and measure-
: . : .

é

" 3 1 . . .
. ments relative to job analysis and performance, it is considered only tangential to

the project under hand. To be sure, some of the principles, methods, and techniques

~ ‘of job analysis and position~classification are supported by or have been derived from

émpirical studies, but this paper is more concerned with their practical application.

..

a .
It should be emphasized that most of the principles, methods, and techniques have
, ‘
been developed or-confirmed by actual practice. There are several basic manuals

on the subject of job unalxsisuco;nmonly used by practitioners that were particularly »
helf:fp‘l in developing the discussion of job analysis. . Most are "how-fo-do-i;'! bool;s
and therefore are somewhat perfunctory in fhe?r‘approach so they do not invite a
great deal of critical c;emmer!ta;y. L o “

Pl:obably the most compreﬁensive book on the subject of job cma/lysis is
i E \w . » .

the U.S. De;;_ar?menf of Labor's recent publication, Handbook for 'Ana}{/zing Jobs

(1972). It explains the procedures used in most government service in analyzing

s

jobs. The worker is studied systematically in terms of what the work cer does in T

=)
-

re|ahon to data, people, and fl’nngs, the mefhodologles and fechmques employed; - .

the machines, tools, equipment, and work aids used; fhe mofena!s, producfs, sub~
Co
ject matter or services which result; and the traits required of the worker. .

3

! AnOlYZIrﬁJObS embraces the concept of Functional Job Analysw developed

by Sldney A. Fme. Functional Job Analysus prov:des a hierarchical scale of terms

which serves to assess the difficulty of the tasks performed by the worker in relotion

-

to data, peqpif,ond things. All work it is believed in some manner decis with these
J‘: ) o

three items; f’naf is, to some extent with information or ideas {data), with clients or
f

co-workers {people), ‘and with machines or equipment (things).

& -
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* Functional Job Analysis is exglained’in greater detail in Fine's Intro-.

duction to Fufictional Job Analysis; a Scaling of Selecfed Tasks from the Social

Welfare Field (1971). 1t contains detailed explanations graded by difficulty level
1 4 . - Y -~

for each of the three functions. Moreover, it-has similarly constructed scales for .

worker instructions; and under the heading of general educational development,

- ”5)
scales for reasoriing, language,. and mathematics. By using the several scales,

) A y «
the relative difficulty of a job's work can be comprehensively and fairly easily
e *

determined in order to establish the job's requirements.

©

Wretha W, Wiléy views ‘affirmative action through a System; approach, -

which embogdies Functional Job Analysis, in her and Sidney Fine's A Systems

Approach to New Careers (1969). Although the system is simply explained, the

doing would be a laborious, time-consuming job. She suggests that the organi=-

" .

4

zation be viewed more or less anew by first stating the overall goal, then setting
L -

specific dgénl:y objectives leading to that goal, followed by establishing various

organizational subsystems or functions each of which will in some way contribute

to one or more of the objeckives. The subsystems are then broken down into the

various tasks necessary to make them work. The tasks are reorganized into jobs -
N h ‘ .o

-

jobs which.are validly related to th: requirements. The final of the six steps is

to develop a career lattice wherein industrious workers will have a reasonable

~ assurance of advancement within the organization.

The reorgapizing or restructuring of jobs is described in greater detail

in another U. S. Department of Labor publication, A Handbook for Job Restructur-
ing (1970). Here again, it incorporates in its presentation Functional Job Analysis
methods and techniques, whereby tasks are medsured and then restructured into new

jobs. From there a career ladder can be deve.\loped based on interrelationships among

= . r"

c 11 o B
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“the jobs. ) ) T .

several uses of job analysis and more especially the two methods - statistical and -

-basis of my stated intent that a wordy description is/more of a hindrance than help.

3

i

~ Probably the easiest guide of the manuals on job analysis is Job Analysis, ‘
y

Developing & Documenting; a Guide.for State and Local Gévé[Qmenfs (1973),

* !
authored by the U..S. Civil Service Commission. It presents, in effect, a distil- :

lation of the methods and techniques found in both the Handbook for Analyzing Jobs ';

and the Handbook for Job Restructuring. |t is.especiclly lucid in explaining tHe

tecéhniques for gathering job data and recording it. .

In 1971, O. Glenn Stahl claimed that Joseph Tiffin and Ernest J.

McCormick's book on Industrial Psyg};'ology (1965) is "The only general text on
industrial personnel: administration that stresses both behavioral science and job

-

D T T T L T

. . 1
analysis as techniques for understanding and applying modern psychologicdl knowl- %]
edge." > of particular interest to the project was the authors’ discussion of the ‘
|
1
iudgeme”nfc'l-ofdefermining the job specification for a class reported on in Chapter 2 l
of this project. - ¢ ‘
The discussions of the methods of job analysis, uses of job descriptions,

and the writing of descriptions themselves in Job Descriptions; - How to Write and

Use Them, by Conrad Berenson and_Henry O.Ruhnke are particularly Ibc;id. More-

over, it affirmed the Altadena Library District's general approach to format on the

believed to be 5

The work principally used for the posifion-clcQﬁificofion parts of this
~ ['7

paper is Ismar Baruch's Position~classification in the Public Service (!94]).({#‘3&

considered by most classifiers and personnel authorities as the standard work in the

field even though first published in 1941, ’

12

Although not primarily related to this project, Position Classification; o

[
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Behavioral Analysis for the Public Service (1973),by Jay M. Shafritz, urges a review

of classifigation principles and practices, as are presented in such impassive works as

,/
{

Baruch's, in order that they might be revised so as to be more responsive to employee

needs and thereby contribute to organizational goals more affirmatively.

R T
Recruitment and Selection in the Public Service (1968), edited by J.J.

¥

Donovan was useful in this project as a primer on various facets of selection,

Pgéﬁculcrl)' job analysis. The same is said for O, GIenn'Sf;:hl's standard text on

Public Personnel Administration (1971) for position-classification.

Though not specifically used in the writing of this project, The Law and

found to be a fine introduction to the overall project. It discusses such topics as

the fairness and accuracy of tests, job-relatedness of job requirements, and affirma-

__tive action in recruitment and selection .

R ——— >

-

Service Employment; an Analysis of Its History, Problems, and Prospects (1973),

furnished insight into the meritocracy that has developed in our personnel systems.

the professional librarian classification and distinguish its several levels by:investi~

gating that category in a number of public libraries of various sizes portends to be

c..wo.r.fhwhﬂe_pnqi,e_cL9 It is_anticipated that it will clarify the hazy distinction

between paraprofessional and professional work. .

Phase 11 of the Illinais Library Task Analysis Project (1972) attempted to

validate the American Library Association's policy statement on Library Education

and Manpower (1970), used as the standard for the position-classification of the

library~-type positions in the Altadena Library District. The results of the validation

'Nale
- BN )

“Alan Gé’iifner, Russell“'A;;ﬁi‘xSﬁr{a Frank Riessman's book, Public. —:...

The Selection Consulting Center's proposal to determine what ét;)nsfifofes -
4 .

:
]
E
]
i
d
1
.i
|
.
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. to utilize the systems approach of Wiley and Fine for job restructuring after having

making it difficult to follow. This can probably be e&ploined by the fact that it

’ 12
process are {oo many to report here. They.are, however, discussed in some detail

in Chapter 5 under the rub;'ic, Critical Summary of Case Study. The project tried

analyzed the various jobs in a number of small and rqedium-size libraries in the

state of Illinois as Phase 1. li, though, is poorly organized, laden with details,

e e S b e g fr e e e e e e sk at e gy e R

was issued in a rough-draft format for library administrators' workshops in several

sfafes‘.‘

s
~1




Chapter 2

PRINCIPLES, METHODOLhOVGY, AND TECHNIQUES OF JOB ANALYSIS

As has been stated in Chapter 1, job analysis is fundamental to any sound
fob classification plan as well as plan for affirmative action. ’ Therefor;a it is essen-
tial that an exposition of the pl;inciples, methods,and techniques of job analysis be
made in order to serve as both an iﬂmpli'cif and explicit reference in analyzing ;he posi =

tion classification study of the Altadena Library District in terms of this project's

thesis. As has been suggested earlier, a more specific object for the theoretical

-

T T T T

presentation of job analysis is to relate its importance to affirmative action via

. ‘ removing artificial barriers to selection to and advancement within a library organi=_. __

zation. The theoretical goal, then, would be for the library to develop a new job=

-« 13

related, defensible, and non-discriminatory selection system which comports with
Federal regulations, promotes the merit system, and fits into the administrative

framework of the agency, Hence, the following discourse also may serve as an

O

overview for applying job analysis to affirmative action.

Definition and Uses

- ) What is job analysis and what are its uses? In answer to the first part

of the question, "Job analysis is the systematic process of collecting and making

W

certain judgements about all of the important information relating to the nature of

a specific iob."]0 More specifically, it is a systematic study to discover knowledge,

~
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“skills, and behaviors which are required on the job. 1i may involve the following.

1. What the worker does in relation to data, people,and things (Worker o
Functions)

2. The methodologies and techniques ‘émployed (Work Fields) >

3. _fhe ma;hines, tools, equipment, and work aids used (MTEWA) - o

. 4. The materials,products, subject matter, ;'>r services which result- ‘
(MPSMsS)

5. The traits required of the worker (Worker Traifs)]]

j

|

|

5

‘ i
. v . i

To use the job-analysis data effectively, it behooves, of course; the analyst to, as :
Harold C. Bennett says, relate in some way the triad: human traits, critical tasks, - %
|

;

1

3

- . o
-~ . o

and predictors (testsor measures).

Job aralysis has many uses. It provides for many personnel maragement

-

functions and decisions such as: job classification, recruitment, selection and vali-
- dation of selection instruments, placement, training and personnel development,

advancement, performance evaluation, and compensation. In addi-

tion, job analysis information may be used for work design (work methods, iob design,

and job restructuring), administrative control (organizational and manpower planning),

-

curricula planning and vocational counseling, and plant safety. This paper, however,

dvancement,
shall be primarily concerned with job-analysis' application to selectionfand job re-

t

structuring as elements in affirmative action.

The importance of the relation of job analysis to selection is underscored
by Norman R. Sharpless, Jr.'s'belief that the starting point in developing selection

procedures and devices is job analysis. Usually a class specification or job descrip-

.

tion does not furnish all of the data a selection specialist needs; frequently it is out

of date and therefore fails to reflect current job requirements or conditions. He

%
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"Having this information, he then will be able to develop predictors of success.

i

i
-

’ ﬁ

i

must not only have valid information as to what are the major und miror duties

-

performed in a position and the knowledge, skills, and abilities required, but he

also needs to know something about the desirable traits and relative importance:.

of each. In order to develop criterion measures of job proficiency, it is essen-

—
bl

- tial that the test designer possess a knowledge of job functions and charocteristics

of productive workers. This may be acquired through the process of job analysis.
' 13

Job analysis then identifies and describes in detail the specific tasks
which make up the job, the nature and complexity of those tasks, and the skills,

ﬂ

abilities, knowledges, and aptitudes required for successful perfgfmance of those
tasks. It describes special features of the job, including such things as its static
or dynamic qualities and the effect the employee may. have on the job. Job
analysis will identify whefher' fhé job is subject to peak work periods, changes
through the seésons, and whether the f;sks are continuously the same or continu~
ously c;anging in-ferms of content, importance, and frequency. i
Furthermore, job analysis will identify the environment of the job, the
content of the job within the organization, and the effect the job has on organi-

zational goals. It also will identify the working conditions and physical surround-

ings of the job.




Leg<u| 'Baé)lzground
The following discussion of the law shall put the role that job analysis
perforrs in an affirmative action program in legal perspective. The Federal man~

date expressed in the EEOC Guidelines on Em'ployee Selection Procedures (Section

1'2;07.1(0)) reads under the statement of purpose: "The guidelines in this part are
basedon the belief that properly validated and standardized employee selection
procedures can significantly contribute to the implementation of non-discriminatory
perso;\nel policies as required by title VII." It goes on to say in Se;:fion 1607.4(c):‘
"E:vidence of a test's validity should consist of empirical data demonstrating that
the test is predictive or significcnfiyrcorrelcfed with important [italics mine]
elements of work behavior whichcomprise or are relevant to the job or jobs for
’ .

which ¢andidates are being evaluated." The FEPC's interpretation (Section 10)
declares that " The concept covers cécfucl job performance as well as any other
factor fhc;t» is important ;o an employee's work behavior. These important elements .
are defined as factors which “mcke a significant cor;fribufEOn to overall work activity."

The performance of job analysis to this process is pointed out in the following se‘cé
tions of the EEQOC Guidelines (Section 1607.5(b)(3)) and the ensuing interpretations by the
FEPC (Section 16): "The work behaviors or other criteria of employee adequacy
which the test is intended to predict or identify must be ful‘ly described . . . .
Whatever criteria are used they must represent major or critical work behaviors as
revedled by careful job c;wly‘sis." (Italics mine.) Focus should be "not only on
what the job entails, but on employee fraits and abilities that contribute SUbsfcnficlly
to successful job performance:" Additionally, the EEOC Guidelines (Secficén 1607.5(a))

states that "evidence for content or construct validity should be accompanied by suffi-

cient information from job analyses [italics mine] to demonstrate the relevance of, the

Ll
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content (in the case of job knowledge or proficiency tests) or the construct (in the
case of trait measures)." -

The FEPC (Section 13) says in its ihferprefaﬁon:

AN

. . . Atestis. . .construct valid if it can be shown
by a consistent pattern of research findings to be an accurate mea-
sure of the construct. However, even if a test can be shown to be
construct valid in this way, the employer must then show the evi-
dence that the construct is related to actual job performance.

This evidence should be acqgompanied by the results from a thorough
job analysis or empirical research . . . . It is also possible to-
develop constructs as generalizations of job performance variables.
Once again, it is necessary to demonstrate a clear pattern of
research evidence. In this situation, it then becomes necessary.

to provide evidence of a relationship between the tests or test
constructs and the job performance constructs. This evidence

should be accompanied by sufficient information from job analyses

to demonstrate relevance of the construct.

Content validation is appropriate whenever the test is
a sample of important job skills, knowledge or behavior. It is
demonstrated by showing how well the content of the test samples
important job behavior, subject matter, or skills about which the
conclusions are to be drawn. Content validity is not determined
by a mere inspection of the test but by a thorough analysis of the
job to insure that one or more major aspects of the job are ade~
quately covered by the test. [ltalics mine.]

BRI ) . ) technique .
The foregoing general discussion of job analysis' application asa '/ for develop-
going I Y PP d velop

ing selection procedures and fog!s thus lays a basis for describing it more partic-"

»

ularly.

Methodology of Job Analysis

Methods or techniques of collecting data may be conducted in many ways.
Generally, the method(s) selected will depend oﬁ a \}oriefy of factors, i&:luding
sﬁch things as the nature of the job, its complexity énd scope, the educational
level of incumbents and time and money available. The method selected will, of

course, depend on.an agency's particular situation, and it is quite probable that

the design used will incorporate a combination of methods. Listed below are some

: ! Wy
-t
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of the more comman approaches to acquiring job information.

1. Literatute Review. This mode would probablyﬂbe ‘the starting poinf

of any job analysis. It involves a review of past studies of jobs similar to the one

v

presently being analyzed. It provides a framework for conducting the present study.

-

-

2. Questionnaire. With this method the job incumbent is asked to fur-

nish data about himself and his job. It should be mentioned that it is a time- o
RS = . \

consuming and laborious process to analyze- data obtained in this manner.
3. Check List. From a list of possible task statements the worker checks
—_—— &

.

the tasks he pe}forms. This method, however, requires extensive work in collecting

appropriate task statements..

4. Individual Interview. This method is costly and time consuming, but ‘ 1

a very complete picture of the job can be gathered. .

5. Observation Interview. The interview in this case is conducted with

the worker on the job. It usually produces a complete desc;ipfion of the job. Like
. N

the individual interview method, it takes time and money. - . .

6. Group Interview. With this method a number of jjob incumbents are

interviewed simultaneously.

7. Technical Conference. This method uses a knowledgeable supervisor

rather than the job incumbent as a source of information. The problem with this

because he does not actually perform the task himself. Thus, his judgements are

only estimates dependent upon the supervisor's background and experience.
. ;

8. Participant Log or Diary. Here the job incumbent is required to record -

his daily activities using some type of log book or diary. He m-y stog and record

the amount of time spent on etich task as he completzs it, and if a particular task

23 '
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-—method-is-that the-supervisor-may-not-know-as-much-about the job-as.the incumbent |




19
he

is repeated several different times during the day, sumgeach up at the day's end.
An alternative procedure to this would be to estimate the percentage of the day's

time spent on a particular task. The method, of course is fimé—éonsuming and costly,
but it possesses a systematic thoroughness. -
The combination of the observation and interview methods is probably
the most desirable since it calls for first-hand observation on the part of the analyst,
permit; the analyst to evaluate the interview data and cull out the essential-facts
from the nonessential by way of the observation, allows the worker to demonstrate
the various functions of the job instead of describing the job orally or in writing,
and finally will save time by reducing that spent on interviewing.u One source,
however, recommends for most jobs in state and local goverﬁmenfs a combination
of individual and supervisory interviews as the most appropriate fe.éhnique. He
suggests, though, the supervisory interview alone may suffice if jobs are not too
complgx qjdwtdhggupervisor can expﬁeis a ‘fhorough understanding of the iob.ls
Many jobs in professiqnglu and fechnical areas particularly do not lend
fhémselves well to these methods because they do not adhere to a set sequence of
tests and consequently cannot be viewed as an entire unit. This is especially true
of those filled by professional librarians and some paraprofessionals engaged in
library work. Here a heavy reliance is-placed upon cogpifive abilities on the job
incumbent. The same, of course, holds for supervisors and administrators whose
jobs require problem=solving skills. In these cases, an agency's Form;i job
description or,ﬁt;l:csisfication augmented by discussion with administrative or super-

visory personnel, or job descriptions, specifications, hiring requirements, and

related data from professional associations, societies, and other similar organiza~

“tions may prove ho.alpl’ul.‘16

IO
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It should be emphasized that in on~o|yzing the data gathered, the analyst
- ——
should pay particular attention to the critical and important tasks of a job. When
transferring these to a written job description or class specification, a broad ap-

proach of listing as few task statements as possible will be more useful for most

purposes. 17 °

Job Resiructuring

«

Restructuring of jobs is an important part of any affirmative E:cfignf pro-

3

gram involving job analysis. As defined by the U, S. Department of Labor: "Job
restructuring is a special application of job analysis that involves the identification

of jobs wifhin the context of the s;/;;fem of which they are a part and the analysis

and rearrangement of their tasks to achieve a desired purpose.” It should be under-
stood that a job does not stand alone but is related to a number of other jobs within
a system. It is most important that the interdependencies and relationships among

jobs within a system not be ignored. Job restructuring, then, is more than chang-
‘ : .

ing one job; it is rather a rearranging the contents of jobs within a sysfem.]

" As has been suggested, job analysis is the basic technique employed in...:

f

job restructuring. The jobs within the system are identified and their respectives

tasks analyzed. This is then followed by an evaluation of the characteristics and
N

relationships of these tasks. The methodology

, . . . involves the detailed analysis of each job in”
terms of: (1) The specific tasks performed by the worker; (2) the
functioning of the worker in relation to data, people,and things;
(3) the minimum general educational development required for
satisfactory job performance; and (5) other significant worker
traits requirements, such as physical demands, temperaments,
and interests. '

Job restructuring obviously is an instrumen? for better utilization of

20
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manpower, Benefits which immediately accrue from job restructuring aie two-fold.
It creates lower-level jobs that can be filled by inexperienced personnel or those

-

workers who now lack the ability to perform higher-level tasks. At the same time,

-

it frees experienced persons to spend more time performing higher-level tasks. As

. conse“quenc'e, new employment 0pporfun‘iﬁes for the.disadvantaged may be created.20
z\oreover, it may make ;x significant impact on the personnel budget by permitting

. _Vlower-pcid personnel to assume the middle~level duties which had here;oforev been

performed by higher-paid staff. This, of course, has very definite implications for

library work. Here,the creation of bamprofessionol jobs may mok?k a significant

impact on the quality of public library service by freeing the professional librarians

to perform higherqualitative work much of which is now forsaken because of time

restrictions. This is to say nothing of the fact fhol?fhe objectives and goals of the

“organization shall be better served as a resulf.

. ° The concept of better utilization of mdnpower resources is inherently
linked to the development of manpower potential. That pofenfigl is well s;erved
through”job restructuring 1‘echni_ques. Mecming;ful promotional opportunities may
thereby be devised as well as the gcreofion of entry-level positions. This is best
demonstrated when applying the méthods of job resh‘uc;uring to the design of career
lattices. (For an exdnple of a career lattice, see Appendix H, p. 4.) A career
lattice facilitates the mobility of workers between jobs by showing the inter-
relationship among jobs. Moreovef, a career lattice provides for three-directional

mobility: horizontal mobility to jobs at the same relative level of complexity but

in a different area of work, vertical mobility to more complex jobs in the same

area of work, and diagonal mobility to more complex jobs in a ‘differenf’buf‘\
. \

related area of work 21 o .




Systems Approach to Job besign
Utilizing Functional Job Analysis

" Few jobs in an organization-are totally self<contained. They are gener~ - -
ally interrelated with other jobs. .'obs are, in turn, related to a larger work process -

operations or activities ~ which are a part of a larger system. Important to a study
- P l - ‘
of these relationships is the overall purpose of the organization, hierarchical relation-

gt.ips, promo;ional possibilities, work flow, %and plant iayouf.. 2 o7

E\“\ Job restructuring - a means of deslgnmg jobs utilizing task onolysis -

N

lends itself to a "systems opproach" by the use of what is termed "*Functional Job

Analysis." Wrefha W. Wlley defines these two tools for the job deslgn and career

i

c;pz?elopmenf as foUows: " o
i 1. The sysfems approcch « .. ls bas:colly a way of
orgomzmg the Best available knowledge and experience to achieve
an agency's purpose with maximum effectiveness.
2. Functional Job Analysis . . . provides an explicit
., terminology for getting at and understan gg what werkers do to
_ accomplish the objectives of an agency.

+

The systems-approach isvdefaicfed in Figure 1. First, the overall objective
or purpose of t“he a;;eﬁcy is established. Then specific goals or objectives are set,
followed thirdly by identifying the agency!s functions or subsystems to a;:hieve
those goals. In a library organization, this might include acquisition of library -
materials, catélgging, r;‘ference service, etc. Once these are fixed, the next sfe;;
in the s;quence is listing all of the tasks nece;sury to carry out the respective fync;.';;
tions. Of course, manytasks, like typing, may be common fo several fuulactiéns.

Wi}ey gives six steps in the development of a career advancement plan of
affirmative action using fhe systems approach, which is graphically illustrated in\k\{%

Figure 2: 24

Step 1. State the Overall Purpose (Long-~Term Goah) of the Agency. Wh;f.

.
!
}
i
i
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~does the agency wish to accomplish, particularly within context of the needs of the

community? The idea of the systems approach, then, is to work from the statement

of overall purpose, step by step, to determine what must be done to achieve it.

“

Obijectives, in the next step, are needed to guide the system toward its long~term

r

goal,

Step 2. Set Specific Objectives for the Agency. Objectives are a

restatement of a purpose or goal in relation to the realities of a specific local

“sitoation, taking into consideration theconstraints-of-time;money;—manpower;——————;
geography, and consumer response. Having a statement of specific objectives

[ (X K] ‘ [ - ‘y“ [
will, then facilitate a determination of what must be done to attain them. The

next step, major areas of work must be identified in order to meet the objectives.

”~

s

- Step 3. ldentify Subsystems. A subsystem is a general grou;ing of
procedures or technologies required to implemerit a specific objective. Following

“this, the speci4f‘ic tasks, which need to be performed to accom‘i?\lish the dbjective

of each subsystem are identified. SIS

- Step 4. Define Tasks. Each task should be stated so as to reveal

A,
e G e

. precisely and concretely: ' : e

- 1. What gets done (that s, the-procedures, methods, - - ——
and processes with which the worker is engaged as he performs a '
task).

2. What the worker does (that. is, the physical, mental,
and interpersonal involvement of the worker, as he carries out
procedures and processes). )

What the-worker does is determined by a hierarchical scale of functional levels

known as the "Scales of Worker Functions." In using the.scales, summarized in

Figures 3 and 4, care should be taken to differentiate between what gets done and

what the workers do. What workers do has to do with their behavior in relation to

©




Figure 3 S ‘ !
Scales of Worker Functions Summary Chart
DATA PEOPLE - THINGS

+ *+ +
Syn'h'sixing entoring : acision Workmg,

v ' Setting UpI

] ]
Coordinating Nogcﬁc'inq Mampulchng,

) - Operating-Controlling,
Anoly'xing upcrvisinq Driving-Coln'mlling

i ] P
Compuling, nsultinﬁ..lnum:'in A 1

Coupiling

R e
o
2
g
3
©

Note:

Each successive function rcadmg down usually or typically involves all those,
that follow it.

The functions separated by a comma are separate functions on the same level
separately defined. They are on the same level because empirical evidence does
not make a hierarchical distinction clear.

The hyphenated functions Taking Instructions-Helping, Operating-Control- ) .
ling, and Driving-Controlling are single functions. »

Setting Up, Operating-Controlling, Driving-Controlling, Feeding-Offbear-
ing, and Tending are special cases involving machines and equipnient of Preci-
sion Working, Manipulating, and Handling, respectively, and hence are in-
dented under them.

Sourcet ) -

‘Wretha W. Wiley, "Six Steps to New Cnroorl' in
her and Sidney A. Fine, A Systems Approsch to New Carsers;
Two Papers (Kalamazoo, Mich.i W. E. Upjohn Institute for
Employment Resesrch, 1969), p. the

Vd
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By arranging the functions according to a threefold

e el Al o et i mg

or “complex, high-level.”

-

3

breakdown of complex-

ity as showninFigure &, it js possible to describea task-assimple; Tow-levet

Figure 4
Level of Complexity of Worker Funcﬁoqs» »
LEVEL OF
COMPLEXITY DATA PEOPLE THINGS
High +Synthesizing Mentoring Pracision Working,
ig : . Y
Coordinaling Negotiating 1 Selting Up
Analyzing Supervising
Computing, Consulting, Instructing, Manipulating,
Medium Compiling Treating = Operating-Controlling,
’ Driving-Controlling
Coaching, Persuading, ) -
. Diverting
Copying Exchanging Information Hondling,
tow Comparing Toking Instruclions - + Feeding.Offbeoring,
Helping, Serving Tending — -
Note:

The note under Figure % is a

. Bources

2 2 2 2 32

-

pplicable to this figure also.

Wretha W. Wiley, "Six Steps to New Careers" in
her and S8idney A. Fine, A Systems Approach to New Careers;
Two Papers (Kalamazoo, Mich.: W. E. Upjohn Institute for
Employment Research, 1969), p. 15. '
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~ data, people and things. That is, to some extent, all jobs are believed to involve 4

_ the worker with data, people, and things. For each task, this step includes specify- 5

ing the training required, general educoﬁénal development, performance standards,
and worker instructions. The completion of this step gives the basic information for
beginning to organize jobs. V

Step 5. Organize Tasks into Jobs. Similar funcfionalA levels, skill

requirements, and performance standards will be present in many tasks in different

sobsysfemsf—fhe*opﬁons%-ergeni-z\i}ag—thoa-tasks_into_iohmiﬂ.l& many, depend-

“ing upon the objectives of the agency, its size, program priorities, and available

manpower .

Step 6. Organize Jobs Into Career Ladders/Lattices.

. . . The worker functions or levels by which tasks are .
organized into jobs in Step 5 provide the framework for defining a
career ladder or lattice. The jobs will fall, according to the -
Worker Functions Scale, into a hierarchy = or ladder - which runs
from jobs at the lowest (simplest) level of functioning, through inter-
mediate levels, to the highest (most complex) level of functioning.
The organization of jobs may also result in parallel ladders or lattices
with some overlap of tasks and/or requirements between jobs more or
less on the same level in each ladder. A latticelike staffing pattern
makes greater mobility possible for the individual (more job options)
and provides greater flexibility for managers in getting work done.

g

©~ — “As’is seen ffom the preceding discussion, Functional Job Analysis is a.

v

means by which an orgonizoﬁc;n can design paraprofessional jobs and avenues to
higher-level jobs. To summarize in her own words, Wiley states:

. . . Once an agency begins to see its jobs in terms of
worker functions, it.can structure and reorganize tasks into new jobs
at low or intermediate levels. It can begin to see various options for
using workers with different levels of training and education to ac~ '
complish its objectives. And it can begin to see jobs as a ladder or
lattice which runs from the lowest level of skill to the highest and to
understand what training, education, and gxg)erience workers need
to be promoted from one level to the next :2 : '

@
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Although Wiley presenfs a systems view that coherently relates,through

—- —a-series-ofsteps,the_basic tasks necessary to accomplish an organization's mission,

-
®

what ostensibly is overlooked is that few public agencies have man-hours and
funds to undertake such a thorough and elaborately detailed, analytical process.
Certainly from a theoretical viewpoinf,A however, it would appear to not only

serve the objectives of affirmative action through job restructuring and the develop=

ment of a career lattice but, in turn, the goals of the organization. Within a democ-

racy, those goals in public service are presumed fo be in the public inferest.™ From

a cost-benefit standpoint, though, the systemi.approach may be difficult to justify.

*  Job Qualifications -

Setting worker qualifications for jobs is frequently cited by personnel
specialists as a problem. How are the education and experienced required to per-
: form the tasks that make up a job determined? Commonly, the means for estab~
lishing requiremenfs,'which then become quclificdfions,ﬁ has been c.;m the bcsi§ of
custom, availability or competition in the labor r;\crkef, years of school or a collége

0

degree. It is ekpecfed that an applicant who has completed the specified schooling

% (2

will thereby be able to meet the job requirements. It is now fairly well ackow!-

edged that a worker's years in school frequently have little or nothing to do with

®

wLefher he can perform certain tasks. It is well knowﬁ, foo,rthcf arbitrary diploma
or degree quclific‘cﬁons have screened out capable motivated applicants from dis-
advantaged groups?éA needlessly high standard, such as ;lequiring an applicant to
have a high(school diploma to qualify as a iibrcry clerk, may be unfair to all non-
high school graduates and particularly unfair to the disadvantaged, who generally

have less education. N




tr N
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The que;ﬁon, then, becomes: What is substituted for previous experience,

years. of schooling, and diplomas as qualifications? Though the question posited is

~

significant, it is not the purpose of this project to go into the theory and mechanics
of how qualifications are determined nor how tests are constructed. (However, one

method briefly discussed is the Worker Function Scales (Data, People, Things);

L)

others are Scale of Worker Instructions and Scales of General Educational Develop-

.

ment (Reasoning Development, Language Development, and Mathematical Develop-

en#«},—au-develeped_by.Sidney;\, Fine 27 Notwithstanding, this _pcpef shall (and

W

has) attempt(ed) to point out some of the principles and techniques in determining

qualifications for jobs.

~

It is expected that the ensuing discussion will elucidate many of the
principles used in determining job qualifications. Ordinarily, the difficulty of an
individual task is regarded to be reflected in the degree of skill necessary to perform

it. According to Ismar Baruch, it may, more or less, be measured by one or more of

the following factors: . )
1. Length of experience necessary to attain reasonable
efficiency. . .
2. Length of scheoling, formal or other training neggssary
to profit by experience or to directly acqlire a specific skill. &
_..3. Relative scarcity of basic traits and aptitudes necessary

a

“

]
i
%
:J
|
i
.i

for acquiring a particular skill. That is, a task that calls for traits
possessed in a sufficient degree by the majority of persons to acquire
skill readily would be considered less difficult than a task which
requires traits possessed by a relatively small percentage of the
population. '

4, Possibilities of errors and seriousness of consequences of
errors.28 -

After the difficulty of each task is so determined, then they may be collected into

the duties of a particular position to ascertain their complexity; that is the breadth

of the field covered by the separate tasks.

o
by
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While developing the job requirements, sometimes called worker require-

ments, it should be kept in mind that it is the minimum qualifications rather than

S

maximum or desirable qualifications which are to be determined. It is the minimum
qualifications that are essential to the class specification. Minimum qualifications
may be broken down to the following elements: what the employee must know, skills

needed, formal education required, what previous experience is necessary, and what

personal attributes are important,

— Sometimes job qU“o'ITch’a’fi‘O'n‘s‘or*i'ob—spe'c'iﬁ‘caﬁ-ons,—howeverTure—seFH
various levels above the minimum qualifications to foke‘ advantage of a surplus ’
markefﬁf unusually qualified candidates without the necessity of considering all
applicants who could do the work. in odé:lifion, qualifications higher than the
minimum may be used to select fhos;é candidates who would, at least in some rﬁea-
sure, also qualify for promotion to higher positions within the agency. In such cases,
though, qu-dlificafiom above the minimum would more appropriately be listed as )
"desirable qualifications" in a job specificafion.3olf should be noted, porenflwetically,;

that in a good affirmative action program the classification plan will be structured so

as to permit such employees to advance within the organization by way of on-the-job

training and experle‘nce. Otherwise the setting of higherqualifications-would be
incompatible with affirmative action.

" Ismar Baruch questions whether a precise amount of experiénce should be
established for every class, even though the experience statement is to be a pre-
requisite. It is used by personnel selc;:cfion officers for evaluating employment
records of candidates as well as serve as a discouragement to prospective applicants

who do not meet the minimum experience requirement. lts use is also influenced




by the fact that it is easier to measure quantity than quality. Critics declare this

- "mechanistic" insteau of qualitative. They note that the actual time for acquiring
knowledges, abilities, and skills under the same condition varies with each indi- .
3] e SO —

~vidual. Further, | might point out f af Thieffect such Iéngfh-of-experience quali-

youth in our so;ciefy'. The resolution, |
. @ .
however, of these two conflictive views (quiintity v. quality) may be in the develop-

ment of reliable and valid tests. Additionally, a compromise of sorts may be made by

using prefatory terms like "some," "reasonable,” ”cons:derffble," or "extensive"
experience‘,_ ‘deﬂ'ning these terms for administrative purposés. | |
Whatever job requirements are established, fhe}; of course should be valid. -
Any such requirement should, to sofne degree, distinguish between and among persons
in terms of their potentialities to perform ﬁfhe work in q‘uesfion as reflected.by an
appropriate criterion or prccﬁcclﬂ oufcome.33 That criterion may be derived from
. . evaluations of those who have demonstrated successful pefformcnce of the work .
activity.
Specificction; for a given job mi[ghf be set by using either a igdgemenfcl

- .- ‘ : P
or statistical method. Joseph.Tiffin and Ernest J. McCormick believe, however,

" that whenever feasible an attempt should be made to develop relatively objective -

specifications that have been verified by statistical cnci}sis. At the same time,
they entertain the use of either or a combination of the f@o methods as possibilities,
In order to determine job specifications by statistical analysis, Tiffin and
McCormick say, two types of d?:fc‘ are necessary for a sqmple of the individual on
the job in question, The firsf‘is the pers;oncl characteristics of the job incumbent

that may be related to his ability to do the job. Incidentally, such data are

"predictors" in psychological

referred to by statisticians as "independent variables" o{'
. i 5 .

|
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research. The second type of data required is criterion information as was sug-

- , __gested above. _This is known as the “dependent variable." Statistical analysis,
then, identifies the personal chara¢teristics (predictors) that are significantly

" related to the performance of workers (the criterion measures. )

The second method, job specifications determined on the basis of judge-

ment, is dependent upon the person making the judgement. In effect, it is an

>

inference based on personal knowledge of the job activities and about the human ;
N §
detivities that-would-berequired-for-successful-performances—Fiffin-and-McCormick————

point out that these judgements may be made, in some situations, on a very super-

ficial, almost ;pur-of—mom'enf, basis. - In other cases, they may be arrived at

S systematically using considered judgement. Obviousiy, the validness of such
’ N judgements can vary from situation to situation, dependent not only upon the indi-
l ~ vidual making the judgement, but also the method used in the judgemental process

~

and the specific type of characteristics in question. 36

In support of the judgemental method of establishing task requirements,
Fine states:

. « . Unfortunately, tests are unfair to many groups in
our society because of the nature of their standardization. Further-"
more, they often-are not relevant—to—the-work-at-handi—Hence;
patticularly for qualifying persons for entry~level jobs, we urge
selection officers to place more emphasis on experience, interview
behavior, and explicit performance evaluation ~_that is, a tryout
on sample tasks in the jobs being recruited for.

g

To conclude, Baruch admonishes that:

, . . . it should be recognized that qualification standards
[in public service] are generally inferences or deduction or empirical
opinion. They do not stand upon the same footing as other facts about
duties and responsibilities. Consequently, they should never be em=
ployed as the sole guide in classifying positions.

Though said in 1941, it serves also as a word of caution to view job qualifications

Q. | 36
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with a critical eye to_their validity. |

s ah e e e i

One of the most promising of the personnel sysfem}nnovcfions to.come out
of the call for affirmative action has been the technique of iab restructuring. Based
upon a careful study of the actual fcsks; ascertained through the mefhvdds of job
analysis, and functions necessary for a given job, restructuring involves the estab-

lishment of new or revised classificutions with accompanying changes in minimum

5

qualifications and training requirements. The technique is “useful for the pur poses
of equal employment opportunity because it recognizes the existence of many tasks
and functions which do not always require the high level c;f formal qucli{’iccfic;ﬁs
which had been specified for the job. The elimination of artificial and unnecessc‘l\fvy
job requirements and functions, lower turnover, improved productivity, and the

provision of more rational promotional patterns are benefits of job restructuring

which may be viewed as overall steps to a more efficient use of existing manpower

resources and, consequently;-to-more effective public service.

.
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Chapter 3 ' . | 1
i
PRINCIPLES AND TECHNIQUES OF POSITION-CLASSIFICATION j

Deiinition, Purposes, and Uses

A

A general discussion of the purposes and attributes of position-classifica-

tion will be helpful in understanding the case study in Chapter 4. "Position-classifica-
tion is the organizing of all jobs in an enterprise into groups or classes on the basis
of their duties, responsibilities, and qualification requirements." " This involves

cnciyzing and evaluating the work performed or to be performed, describing it,

grouping the positions into classes upon the hasis of their similarities, writing speci=

s

fications for each that will indicate the character and define the boundaries of the
class and serve as a guide for the allocation of future positions to the class. In
differentiating the classes so as to distinguish each class from every other, it is

-

important to do it not only in terms of general character, but also in terms of

difficulfyn and responrsibirlifr)//;f work qurclificcfions.Ao

It should be pointed out here that in determining the degree of adminis-
trative or supervisory resﬁonsibilif){ in a position, precaution should be taken not
to fall into the trap of what Baruch terms the "fallacy of mechanical organizational

parallelism;" that is, to infer from an organizational structure (or chart) that two

positions are on the same classification level because they fall on the same organi-

“d -

~ -
zational level. This presumes that the classification level of a position can be based

orf organizational rank alone. They are not always comparable; one's duties may

t

35
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have greater variety and be more difficult, or have heavier responsibilities than the

-

other." Several department heads may all be on parity with respect to line of authority

but may have vast differences amorg them in regard to weight of tesponsibility or

f g . . » ” s
4] . ‘ .
- “yariety of work./ R '

u
.

There are many uses for a io‘B classification plan. |t may serve as a base

-

?"‘_*\\ for an equitable and coherent pay plan, assist in the preparation of the personnel:
\ : ‘- 4 . - .t
AN budget, determine the lines of promotion and clcrifyfrcnsﬁer transactions, aid in

\ developing training programs and job performance evaluation plans, serve as a

. -

? basis for recruiting, selection, and testing, and assist in organizational p‘lcnning.42

N

Some of the more specific uses of job descriptions-or class specifications are listed

13
S

below:

o 5

1. To establish a rational basis for salary structure.

2. To clarify relationships between ioBs.”‘_l - ) - P

3, To critically review existing practices.of the organization.

v

—
——————

“~ . 3

4. To assist in hiring and plac—i;wg:employeés#n‘iabsiclwhich the

« are best suited.

©
-

5. To introduce new employees to their job and help older personnel

rd
P

‘acquire a greater understanding of theirs. ~
o . ) , to
6. To set lines of promotion. Each job description should tell &vhom the
. ‘V\‘ V’ ‘ B ' V " ( . .
job holder reports and who reports to the holder. Thus, the descriptions,
. \’
, AN )
taken together, clearly set forth the structure of the organization, -~
- N ‘ = w “ .
. 7. To serve as a basis for manpower planning. As the jobs change and

. the descriptions are revised, staff may become aware of trends which
may signal a future need for additional persgn'nel .

cter b - | e
8. To“Gssist in developing new career ladders or lattices.

41
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9. To forecast t;'oining‘ needs for a parficular functior’. A comparison of
fhe skills required by the organization as shown by the job description
. and the skills resident i in the on‘gomzahon wil! mdlcafe what training

. is needed.

10. To improve work flow.
11. To indicah'a the formal channels of commur?ication.* y

12. To help revise the.organizational structure.

5
g

13. To assist in evaluating job performance.

o

Of the several uses listed, determining linés of promotion and transfer

A

and selection and testing are signdled as relating to this project.
-

Content and W;'ifing of the Class Specification

e A class specification itself is a word picture or description of a class.
, , .

What are the elements in its makeup? Normally it includes the class title; a

description of the scope of duties and responsibilities, sometimes called the "definition, "

examples of duties or typical tasks, and a statement of qualifications required to per~

form the work of fhe class. The latter generally includes such fhmgs as knowledges,

.

abilities, skills, experience, and eduéotion.43Frequenf|y, the specification will
have a separate paragraph fordistinguishing characteristics" if not included else-

in the description.
where/ This statement will include information that clearly shows the relationship

, and responsibility to the class immediately above and below.
. - ) Especial care should be taken in the writing of the position description.
Sidney A. Fine is critical of the language found in most descriptions. 'He says most

have been casually and loosely written, to serve a variety of purposes, particularly

as a device for justifying a desired status and/or pay level among ofhg individual

e
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and personal reasons. | would beg to quarrel, however, with Fine's opinion.
, . that of ’

ﬂ Fine's position is taken from 4 job analyst and apparently not from the position of
the public administrator who must see all of the multifarious uses, already listed,
in his almost day-to-day activities when involved with personnel.=Anyone with
experience as an administrator can hardly overlook the importance of status and

er. | believe the more broadly a-class specification
i ) N .

pay in personnel ré!cfions eith
is w;iffen, at the same time distinguishing the class from every other class in
classification plan‘, the more'useful it becomes. Moreover, an adfninisfrator
should not be hampered by written rules and proéedures.. If he is to execute his

) i responsibilities in an optimal way, he must be free to act according to the facts “
( | of a given sifUt;fion. Here, fhé often~heard admonition should be reiterated.

Mechanics and techniques are important only insofar as they serve the goals of

s

~ c =

the organization. They should not be permitted to triumph over purpose.
No one type of description, however, serves all personnel purposes

to the same extent. The precise use to which the class specification is to be

‘put should determine the degree of generality or-specificity-it-contains.—This-
view is comprehensively stated by J. O. Hopwood as follows:

Job specificafions, in giving a clear picture of the duties
and other requirements of each position or job, are necessary not
only in making job evaluations for salary and wage ratings buf also -
in interviewing applicants for employment and in developing tests -
and training programs. For salary and wage rating, our chief
concern is the place of the job as a whole in relation to the other
jobs in the system of the whole. The emphasis for this purpose is
not on the details of the job but upon the pattern of the entire

- activity which the job represents in relation to other job activities

‘ with which it is integrated in the organization as a whole . . . .~
For testing and training purposes, however, we are chiefly concerned |
with particular skills and other details of the job, regardless of its
relations with other jobs in the organization. In the former instance,
we are concerned with the jobs as combined with other jobs, but in

the latter we.are concerned with the isolated job.

*

Q - ( 43




4

39

Job specifications, therefore, are composed differently
for these different purposes. In. . . evaluations for salary and
wage ratings, we are interested in the general descriptive form of
job specification in order to obtain an over-all picture of the job
for identification and comparison with other jobs in the system of 5,
the whole. Other forms of job specifications emphasize details of
isolated jobs for the consideration of particular details in develop-~
ing tests, examining individuals, and developing training programs.
« . . Inthe descriptive form of job specification, we must, of . -
course, consider/details of the job; but from the point of view of  *
the general scope of comprehensiveness of the job rather than: from
the point of view of evaluating parhculcr details of the isolated

job. 45 .

T T T T

When it comes to the wording, Conrad Berenson's good advice is that descriptions
g | gor p

P U Ty

should be comprehensible and free of jargon and phrases which may have meaning

to only a few persons, but at the same time they should not be overly detailed.

b, 46

th_erv;ise, the reader may be caused to overlook the pertinent fc‘:‘cforas‘of the job.

Although ordinarily a separate specification is written for each class, sev-
eral class specifications, in some cases, may be usefully combined in a single stotement.
This is known as a group of classes, composed of two or more classes whose charac=-

' “

teristics are nearly alike except for a difference in one well-defined aspect of the

duties or qualifications. Baruch incidentally;~ used the specialization‘of-subject—————

matter as an example. In this case, where there is a difference in the nature of

specialization which is important to recruitment and selection, he says each class

(9

is still distinctive. Howevver, to, editorially avoid the repetition of the s;cme
language, Baruch sc):s the classes mdy be consc;lidcfed. Th(; same ‘may conveniently
be done in large jurisdictions for classes of positions wherein the distinction is
administrative or supervisory but may invo]ve the same su>biecf matter, genercl
aufhorify, and/or functions. Here, the difference may be in the size and specific

problems or difficulties of the depdrtment over which the head has charge. 47

The grouping of clcsses into a single statement has definiie |mpl|ccf|ons for labrcl

1

41 | -
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particularly larger ones. Libraries, who have subject collections manned by subject
specialists or staff skilled in languages serving as translators or supervisors who also
udoubleu as working librarians, may want to use this device. One may find sufficient

similarity, too, between adult services and children services personnel to group

r
those - clerical through professional - working in these reader services functions

in common class descriptiors.

. While describing "experience" in the qualifications, success, chcrccil'er,
and its progtessive nature shomjlcs be emphasized réther than mere length. -Some of\
the factors that might be evidenced by the experience could be specified. Ex-
perience actually should reflect the inéumbenfs; ability toapply his knowledge
and ability successfully. So "after stating the amo;J;zf and kind of experience
to be required," Baruch suggests, it is fréquenfly desirqBIe . . . to indicate
expressly that this experience is expected to have been such as to demonstrate the

48

knowledges, attainments, and abilities previously set forth in the specification."

As an example, a specification might call for demonstrated experience in special col-

“tections thatreflects the-knowtedge-and-abitity-to-describe-scarce-and-rare-books-acc ording

to the Principles of Bibliographical Description, by Fredson Bowers. Demon-
| /_/”’ -
strated experience, in this case, could be in the form of a published bibliography

éompiled by the candidate. It should be kept in mind, though, that a precise

cmo@vnf of experience without a suggestion of the expected outcomes serves as an
; «‘

artificual barrier 16 eqTJ‘cl employment opportunities as was pointed cut in Chapter

i

2 dealing with job analysis. There it was suvggesfed qualifying adjectives such as

"non nn I

"some," "reasonable," "considerable," or "extensive" be used.

More particularly in the writing of the description, the use of such

process terms as "assist," "prepare," "handle," "review," and "supervise" are
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ambiguous if they,are not followed by a clear explanation of the processes, tasks, ;»‘

or operations constituting the assistance, preparation, handling, reviewing; or

supervising. They properly should be elugidated if they are going to serve reliably

as a basis for classification, 4? - o :

From the preceding discussion, one can readily gather that the con- -

struction and language of ¢lass specifications are important as are the principles.

1

‘They demand the very deliberate attention of the ‘classifier.




Chapter 4

POSITION-CLASSIFICATION OF THE ALTADENA LIBRARY DISTRICT
-~ AS A CASE STUDY

The Altadena Library District, located in the County of Los\Ar?éeles, is
a special district serving the iibrdry needs of over 42,000 residenfsrfhvrourgh two
“brcry facilities, It is governed by a five-member, elected Board of Trustees,
wh}ch acts autonomously in making policy regarding the operations of *he District.
Important to its rés-ponsibflifies is the approval of all personnel policies and rules,
. including the esfc;blishmenf of new positions, and the budget, which in turn deter-
mines the tax rate. At the time of the classification study, the staff consisted of

"42 persons, full- and part-time, in 17 positions ranging from Page to District

Librarian.

Problems

When | took over as chief administrator in 1970, | found the class
desc”riptions inadequate for my purposes. The old class specifications and descrip-
tions of duties are presented in their original formats, as Appendixes F and G
respectively, in order to illustrate their difficulties more accurately. In the year
;;rior'fo my arrival and during the subsequent two or so yecrs,r positions wi.fhin the

“Altadena Library District took on new duties through the process of job enlorge~
ment brought about by the agency's changing service needs in response to its user
cons_fifuencx and particularly useful skills, abilities, and knowledges possessed by

42 |
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job incumbents. This problem was further complicated due to normal staff change-
~

overs. Some positions changed so drastically that they were scarcely recognizable

as having evolved from other positions. In some cases, they no longer even carried

the same title. Also, new positions were created whose only descriptions were con-

tained in recruitment flyers. Moreover, there were particular problems in rational

ing the assignation of certain positions to the same range on the salary schedule (see

Appendix D) when their duties were presumed to be of the same level of difficulfy

N

"~ and responsibility yet their qudlifications were significantty higher or lower. ——

In addition, the District's class specifications and descriptions of duties
were in separately kept formats, which was inconve*nien; for the purposes which
they were used:- recruifmenf, salary determination, manpower heeds, and work
guides for new staff not only to their own duties but also to those of others on the
staff. ’

The problems believed by and large common among small independent

govermental agencies and public libraries cited in Chapter 1 were also part of the

general-problem-and-therefore-shatt-be recited-only-briefly-heres—The-budget —

iz=-

allocations were clo‘se“ly constructed. This meant fhcf if it was determined that
a reclassification of a position to a higher grade was in order, it would be diffi-
cult. And being a small agency, the District had a relatively small staff,,
Taherefore, it did not find it necessary to employ a prof;ss?;ncl

personnel officer who would be skilled in job analysis and position clcss&i.ficcfion.
Furthermore, it was decided that the District would be unwise to spend its limited
funds on a classification study performed by a professional consultant. Sc; the task

devolved upon the chief administrator who had only limited knowledge of job

analysis and position-classification acquired simply through'being an’employee in

43




44

the public service for several years. Other more specific problems will be discussed

in Chapter 5 under the subdivision, Critical Summary of Case Study.

Methodology and Procedure

Because of limited funds, as was stated earlier, the undertaking of the
position-classification became that of the chief administrator, who had the greatest
familiarity with the problems concerned and some idea of how to-go about resolving

them. Consequently, the project had to be shared with his many .other duties and

responsibilities. Therefore, "hev could not spend the time needed to do a thorough

job analysis of each position. Moreover, the project did not seem to warrant it,

It was believed that he had sufficient knowledge about most of the duties of ’each :
positign. In a few cases where there were some doubts, especially in determining -
the preponderant ‘level of critical tasks of a posifion, he cskéd the incumbent to

list the duties and/or tasks (here no distinction between the two was made by the
employee) he performed. These few lists were then reviewed by the worker's

respective supervisor.

- So the mefhodologx used was largely observation, which at that was not _._
performed very deliberateiy. hThaf is, it was done piecemeal, However, it was
done by an administrator who was gene}ally familiar with library work and who had
been able to observe it in action in this particular organization over a period of two
and one~half years. This mode of general observation was combined with a limited ’
number of diaries reviewed by the supervisofs concerne;d. The latter method was
used for Library Technical Assistant 1l/Technical Services, Circula;i’én Clerk, and

Account Clerk. It should be pointed out that in several instances, the original

descriptions were written in collaboration with the chief administrator when the

Q ’ 43
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. positions were being recruited. Therefore, he possessed some fomili?y, cerfoinly
as the positions:were origin9||y conceived. .
Given this bockéround, a comparison was made with other classification
~—— -——specifications. Not only were the Disfrict’s old descriptions re;/iewed, but those of
the Whittier (California) Public Library were studied as to duties,  qualifi-
determined
cations,and compositional format. It had been Ahat Whittier's classifications and
descriptions had a fairly high correspondence with the posifionsAof Altadena.” More-
over, Whittier's descriptions, developed and written with the assistance of California's
division of Cooperative Personnel Services, were in what seemed to be a more agre‘e-
able language and format to the anticipated needs of the library administrator than
those class specifications reviewed from several other public libraries. His intent
was to keep them fairly general to better satisfy their many personpel uses. in
addition, the administrator was interested in keeping the descriptions free of too r;\uch

detail in order to simplify their use.

. So the t;ef}‘iodOIOQy employed at getting at what the staff did in their

f‘ecV}V'micarl conferences with s:upervisors, a review of the old job dgscri;;fions, and
in some cases, an abbreviated use of the participant Iog technique. |t should be
emphasized that none of these techniques of acquiring job data were used to the
extent of analyzing each job in any great detail. The concern was more for learn=
ing or confirming duties ofa job than getting at the more specific tasks making up
the duties. Also no attempt was made to apply the sysfensap;;roach and redesign
jobs by f»he use of Furw;fional Job Analysis. The job analyses, then, were on the
macro-level wherein duties were considered while particular tasks generally were

the
ignored. These sets of duties were then compared with those in/Whittier Public

¢

—respective-jobs-was-by-and-large-observation,—individual-interviews with workers, "



——————————————This-chapter-has-provided-the-historical-background of the case by — — -

' | ' | . | : 4
Library for guidance in writing Altadena's own class specifications.

In order to ﬁlasgify Altadena's jobs according to the titles recently )
recommended by fiw American Library Association,the job Jdescripfions of library-
type work, such as they were, and the knowledge of each gained by the previ"y
described methods were ‘f;;compared with the sfonci:rd, "Categories of Ligrary Per-;

|

sonnel"” for supportive and professional personnel, adopted By the Americ-a'n Library.

~ Association in 1970 (see ALA, Library Education and Manpower, p. 2, Appenc}ix

H). An attempt was made to fit the Altadena Library District's "library" jobs

info, so far as possible, the respective categories of the ALA standard, Fncluding
adopting its recommended job titles. Several of the District’s jobs obviously were
left 6uf of this particular step because they were not of a library type per se and/

or ALA had not developed a suitable category for them. They were Library Page,

" Building Serviceman and Building Repair-Serviceman, Account Clerk, Adminis-

trative Secretary, Monitor, Assistant to the District Librarian, and District

Librarian.

narrating the particular problems of and methodologies employéd in Altadena.
Library District's position—classification study. As was mentioned

before, a summary of the case study is provided in the concluding chapter.

51
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Chapter 5

CONCLUSIONS AND RECOMMENDATIONS

This chapter shall critically review the Altadena Library District posiinn;
classification study. It, then, shall attempt to answer the question proposed by the
project's thesis: Can c; pre-existing job classification plan serve as an effective
instrument for affirmative action in personnel selection and promotion? This ques-
tion shall be answered in the ;ighf of the s;udy I perfbrmed at the Altadena Library
Disfricf. The reader is warned that the Altadena Library District's study has an
obvious degree of uniqueness about it! Consequently, the answer to the central
qu’esfion and the conclusions to be drﬁwn from the case may have limited impli-
cations, The uniqueness is further underscored by the fact that the position- '
classification study itself, the writing of the study, and the crlhccl s;Jmmcry were

T — _— S
or are,done by the same person. Therefore, a degree of bias in the criticism and

conclusions would seem inevitable, It should be reemphasized, though , that the .

position-classification study was performed prior to any conception of this project
) A

was had. Finally, the chapter shall offer some specific recommendations for
affirmative action in libraries based largely-upon what | have learned in doing

.

‘this project.

Critical Summary of Case Study

The reader of this project is referred to Appendixes E, i:, and G to
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better understand this summary, AppendixE is fh?a‘wﬁ.tr\ep,,mstﬂfgﬁhe position-
classification study reported in the case. Appendixes F and G, as stated before,

" are the old duties descriptions and job specifications that had been found to in-

w

adequately serve the District's more recent needs.
Any self-criticism has its inherent problems. It is hoped, though, that
the following critical summary shall also have some advantages because of my -

familiarity with the matter under study.

The position-¢lassification study was performed for several reasons.
- It was thought that the descriptions developed i:hereby would serve as a recruit=

ment device. It was believed that the duties as listed on the new descriptions

could be easily transcribed to recruitment announcements. The descriptions

would also serve as an ihtroduction for new personnel to their jobs and clarify
I . »

the jobs of longer-standing employees. Too, they would serve as a guide for
promotional advancement. Moreover, they would be the rationality for the

[
salary structure, Therefore, the job descriptions were written in o gen=ral way

to serve multipurposes. They were also kept brief so that the enpleyce would not

have a propensity to overlook their critical points.

An attempt was made to bring some logical order to the classification

plan by using the pay scale (Appendix D) in which the positions had already been
4 .
placed and then rationalize the qualifications of those few that did not seem to

equitably fit. " This approach was dictated by the fct that the budget was limited
1
thereby locking in the positions. Parenthetically, one expert notes that equality

of value of a position to the organization is not a sufficient reason by itself to

establish positions in the same class. They should also conform similarly in queli-
|

fication standards.  The proper sequence is to deve!:op the class specification

-

‘
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and then assign the class to the pay plan, taking into consideration the require-

50

ments and the economics of the job market.
- An attendant problem at Altadena was the six pay-range disparity be-
tween Library Clerk | and the next highest clerical classification in the line of
promofio%, Library Clerk Il. The usual differenfizcﬁl in this case, with the given
quclificcfionsxof each, the practice of other public agencies, and the job market
at the time, was two ranges. The Clerk | position, however, in the past had been
filled by part-time college students whose performance had always been satisfactory,
but they, incidentally, were not career-oriented e’mployees who are an important
source for filling °quand positions when they become open.

As was sfcféd§before, the ALA "Categories of Library Personnel" was
the standard used to reclassify most of the positions. It, however, does not pro-~

" only the basic requirements and description of

vide a list of "typical duties,'
respbnsibilify which would have been a disadvantage if the position~classification
was to have bgen a more thorough undertaking. At the time, it wcs; presumed to be a
valid standard, having been developed by some noted persons within the library
profession and approved by the national professional association. Subsequently,
it was learned that there was a project undertaken in the State of lllinois, of
which Phase |1 was to test the validity of the ALA standard.

It is of interest ~ to examine some of the Illinois project’s finding“s.
The Illinois project is in complete accord with both the definition and edu-
cational requirements of the Clerk job. It is also in agreement with definition

of the (Library) Technical Assistant, but objects to the two-year college require~

ment. It is believed that primary recognition be given to experiental learning

with education as an alternate qualification. Its reason is that a high proportion

-




Altadena Library District's classification plan comports with this recommendation

of tasks, developed from a task analysis study it nade of.all library positions,
were c!erical and only differed in degree of complexity. So changing the ALA

pollcy statement accordmgly would further facilitate the application of the pOIiC)l s
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own career lafhce which provides for advcncemenf from clerk to LTA/LT." The

of the Illinois project. One could qualify as a Library Clerk | and progress through. ~

»

three levéls to LTA 11l with on-the=job training, as is illustrated by the career

y

ladder, Appendix C.

.

Although there is no disagreement between the linois project and the’

4

Library Associdte/Associofe Specialist category, it does take issue with it being

ALA pollcy wufh respecf to the definition and educahonal requ1remenfs of the

placed op a level above LTA/LT. lts reasoning is that it is g trainee-level

position not having @ higher degree of responsibility than the LTA/LT, based

upon the task analysis, even though it does require a bachelor's degree. The

. - - o
project does agree, nevertheless, that the general-education represented by the
bachelor's degree is commensurate with the responsibilifies.s3 In this case, it would
seem. a trade-off would be in order between the education necessary to perform the .
job of LA/AS and the degree of responsibility of the LTA/TA.

The lilinois project agreed essentially with the Librarian/Specialist
category except for one minor reservation. It believed, though the task analysis

performed agreed with the ALA statement for these categories, that there may be

many highly-aualified persons whose developed abilities and knowledges might

be used in libraries yet they would not meet the formal educational requirements

" of a master's degree. Curiously, the project suggests here, -in-seeming-contra—-— -

diction to the situation above of the LA/AS and LTA/TS, that a bachelor's degree




-plus "significant related experience” bajances the master's degree (M.L.S.)

without experience for th#Librarian category. 54
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The remaining category of Sentor Librarian/Senior Specialist found the
two in complete agreem‘enf.s5 Significantly, the Illinois project believes the ALA

]

;

- . . - |
categories should be interpreted broadly by conceivably developing grades within |
¥ ’ ; o]

eqgch category, depending on the size and manpower needs of the library.” The ;
: 5 i

Altadena Lib.rar District did just that.” Although subsfonholly ogreemg with the

ALA educahonal requirements for the various categories, the Illinois pr0|ecf

i
<

fhereby equivocally suggested that the ALA policy sfofemenf placed too much

lmporfance on educchonal requaremenfs and Tecommended thaf experlence “be

" more greatly emphasized in developing effective manpower utilization.  This

s - o . N .57
recommendation, -of course is compatible with affirmative action.

oA

Another problem faced by the District in using the ALA categories was

‘ fhe categories are not sufficienfly detailed to make a valid comporison. Conse -

v o

quently, considerable mferpolohon was made between the District's positions and

ALA's categories, Moreover, the difficulty was compounded by exteprding the
inferpolafion to the development of saveral levels wifh?n the clerical Ond L}brary
Technical Assi;fanf/Technig,ol Assistant categories. So it must be understood, at
best the ALA statement was considered and used only as a guide. It is.interesting
to note fhat Ismar Baruch says that a basic principle of position-classification is
that "a posmon already classified does not serve as a standard for the comparison
. . . unless the precise duties and respensibilities which controlled the class of

the first position are alsé present in the second." : \

=~

Some of the specific problemsof-individual jobs, listed in Appendix B,

&

were resolved in the ways discussed below. It should be understood first, however,

1
-




" that the District had recently conducTéd\ci salary survey of comparable libraries

and believed its new pay plan was both equitable and competitive in the job

. - 1
market. Also, it should be remembered that the salary structure was set. Conse- 3
qwenfly, this led to certain problems of equity with the old job specifications.

Page. The qualification of completion of the 10th grade of high school

was unfortunately established and, consequently, if adhered to in selection is an
unwarranted barrier. The rationalization, however, to its establishment was that -
in the State of California a person has to be 16 years old in order to obtain a work

permit, Normc”y, ‘the com‘piefion of the 10th grade of school corres;;onds to the

»cffclnmenf of one's 16th blrfhdcy. Obwously, there are a good mcny excep'rlons

v

to this rule. Moreoever, there are some older people who might desire such a job
who would technically be barred if ;}ey had not completed the 10th gsrcde.

Library Clerk I, This job in the old spe;:ificcfi;ns (Appendix F) was

-

titled Student Assistant later Junior Clerk. The incumbents had been mostly y
college students. Nevertheless, there was no educational requirement. Because

it was believed that a high'school education was important to "library" work, and

it was common practice to require it c;f this po;ifior\ in public service, it was

erroneously esfcbllshed as a requirement for the clcss. It s believed that the ALA

requirement of business courses is also unrecsanobd for an entry-level posmon.

Library Clerk Il and Clerk-Typist. The Cierk Il was prewously called
Library Assistant in the old specificationss—They were both assigned to the same
salary range notwithstanding the fact that the requirements were different, The

Clerk=Typist was required to type 50 words per minute and have six-months ex-

" perience, W.‘ie?éiﬂh‘é"“‘l:A*I“re'quired only 40 wpm and no experience, yet a high

school education was a necessary qualification. The two jobs were revised, using

5 : -




. Moreover, the latter tended to be in accord with the ALA standard. The typing

53

the placement on the salary schedule as the control. Both required graduation from
high school, as did Clerk | on the level immediately below, and one year of ex-
perience. This was believed commensurate with the duties, and in the case of the

Clerk 1l was a reasonable experience interval in the pregression from Clerk 1,

requirement disparity was balanced off in the process of rationalizing by the fact
the Library Clerk |l was additionally required to maintain effective relations with
the public. Baruch, incidentally, supports public contact as "worthy of separate

consideration and appraisal" in classification.

It should be acknowledged fhat here and elsewhere among the various |

.

jobs the words-per-minute typing skill requirement is assumed to have been arbi-

I

trarily determined in the case of the earlier specifications and most certainly so
for the new job specifications. Obviously then, it needs to be validated. At

this time, | honestly question that it would withstand validation as is specified
. : i

u

in each such job.

Building Serviceman. This job was recently developed based on the
library's task needs. The class description of a sufficiently similar position in the
City of Pasadena was used as a comparable guide for determining this class's

requjrements.

Library Technical Assistant |. The job was formerly titled Libr{cry
Assistant 11, This job's requirement of three years of Qork experi;nce seemed out
of order with respect to the nature of fhe duties. Furthermore, the éxperienfiol
spread between it and Library Clerk 1| was not believed justified. Typiné had

become a part of the duties through job enlargements

-So-to-have-required-40- - —- S

wpm skill of a Library Clerk Il, a lower grade, and no typing af all for a LTA |

006
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was thought illogical. It was rationalized, then, that this iobAbe required 50 wpm
to equafe with that of the Clerk-Typist, also in line with Clerk Il on the career
|adder. The experlence requuremenf was redéced from three years to two, cnd the
high sch09| education requirement was established here also. The new requirements
tended to fit with those of the ALA policy statement for LTA.

Account Clerk. The incumbent, formerly known as Busincee Office

t

Assistant, kept a log of tasks, which were translated into duties and compared with

a sufficienfly similar job description acquired from the City of Pasadena to determine

L3

the requiremenfs.

lerory Techmcal Assistant (1. This posi'fic;rrmr had been known as Senior

- Clerk and LA [I/Crder Services. However, through job.enlargement the duties took

Y

on a higher degree of responsibility.-Here the %ncumbent kept a log of his tasks
which were, in turn, translated into duties and re}je(wc;d by his‘imrr;ediai'e suE:Servisor.
By ranking the duties on the basis of a general fom_ilio.rify with the gamut of clerical
work, fhfa job requirements were thus determined. In this case, the requiremel;-ts,
more or less, fit those of the LT{\ requirement in the ALA policy statement. An
aiternative requirement of experience for college education was specified on a

year for year equiyclency. There is some intuitive doubt now, that such an equiva-

lency is valid. The additional year of experience reflects the normal experience

B

progression up the ladder,

‘Library Technical Assistant [ll. There were two positions formerly titled

LA ill/Public Services and Branch., They had substantially similar duties and require-

ments yet there were important differences. LTA 1ll/Circulation oversaw a larger

staff and a greater volume of work, which particularly was of a non-library nature;

However, it was subject to greater oversight because of the department being

Y
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adjacent fo the administration and had a close working re lationship with the Adult
Services, Children Services, and Technical Services de})arfmenfs. The Branch

position instead required subject-matter and bibliographical knowledge and an

ability to perform reader’s service and storytelling which were thought comparable

trade—offs. It was believed that the degree of~r?ésponsr.i<bi|if’y of both positions, and

the bibliographical and subject-matter knowledge of the Branch position, warranted
a two-year experience differential between this class and LTA [l in the direct line

of promotion. Here, too, college education plus experience was an alternate way

of qualifying. The education/éxperience requirements were higher than that of-

the ALA standard because of the fact there were three classification levels within

this category .

Incidentally, it was recognized that the nature of the duties, knowledges,

and abilities of the Branch position would have probably called for a bachelor's

o -

degree education and therefore would have placed it in the Library Associate cate-
gory. It nevertheless remained in the LTA category because of personal qualities
of the incumbent. This practice, or course, runs counter to the principle that the

posifiQn is ¢lassified, not the person in the position.

fu

“Library Associate. In comparing this job with the ALA category there

are two notable differences, a requirement of 40 wpm typing and an alternative

“of six months of library work instead of library education. It was recognized that

the ability to type was of aclerical nature, but the work needs of a relatively small

library required the mixing of work levels in"order to accomplish the organization's

goals. This is the nature of the paraprofessional position.

Building Repair-Serviceman. Like the Building-Serviceman, the tasks

were determined on the basis of anticipated library needs and the duties were hence

GuU




developed. They were ‘::ompared with a sufficiently similar description from the
City of Pasadena to determine the requirémenfs and placement on the salary
schedule.

Librarian Il. The notable peculiarity here was that of “mechanical
organizational por;:Helism" discussed in‘éhopfer 3 under the rubric Definition,
Purposes, and Uses. The three positions of L 11/Adult Services, Children Ser-
vices, and Technical Servi'ces,%gll were‘deporfmenf headsland therefore held the

2

same position in the organizational structure.. The AS position, however, had

greater supervisorial responsibility over two and one-half full~-time equivalent

T ——

Librarian I's and one full—firﬁé Library Aissréeriic;ferfhdrnr fhé/ h;aadﬂof‘CTSTWﬁghadr
_ responsibility over one full~time L | and one Clerk 11, and than the head of TS

who was over no L I's, one LTA 11, and two clerks. Moreo;/er, the AS head had

a wider range of services and programs with considerably more variety. Never-
theless, the requirements were basically the same and their assignment to the salary
schedule was on the erroneous presumption of "equal pay for equal work." It should
be mentioned that at the time of doing the new classification there was some mis~
giving about it. But because of personal personnel considerations and a desire to
mﬁinfoin morale, corrective action was not taken. The time to bri“,lrwg about these

kindof changes with the least staff disruption is when the posiﬁons}are vdcated

and replacements recruited. Altadena's L 1I's corresponded with ALA's Senior

Librarian cafegor'y, except ralhl librarians were re’éufred to have amAmerican Lib}ary
Association degree, which the validity of is now questioned. One reason it was in=
cluded in the class specifications is that it had been made a part of the District's
Personnel Policies and Rules included on the recommendation of the Committee on

Professional Standards of the California Library Association. 6

61




basis of fhe District's needs and compared with the description of a similar job with

The class specifications developed served as a recruitment guide, a guide for

L

574«

Assistant to the District Librarian. A list of duties was developed on the

et e e e 1

the Pasadena Publlc Library. From this the requirements were portlallhy derived and
added to those alundy known such as ability and education in accounhng

The remaining positions presented no known idiosyncracies nor did they
presént‘any remarkable problems. And the reasons for the posifion-classificafion

given at the outset of this subdivision were satisfied by the results of the sfuay.“

¥
.
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new staff members and old alike, clarified the lines of promotion and transfer, and

Icstly served as ratronallry for the salary schedule.

Thesis

The thesis reput as a questic;n is: Cana pre—e);isting job classification
plan serve as an effective instrument fc,r affirmative action in personnel selection
and pfomotion? The answer is dependent upon many varia_blels,y iﬁcluding the 5
subjectivity of the person affer;mpfing to apply a job classification piun to offirma-~
tive action. Some of the obvious variables would be the size and kind of organiza-
tion, the organization's stated goals and objectives, and the organizational
structure. Other “variables more pertinent to position-classificatian would be
the kind of approach the classifier took to develop the classificatién scheme. Did
he perform a thorough analysis of each job within the or;anizq;ion , employ the systems
approach to redesigning jobs by regmuping tasks together requiring like qualificoﬁons't;
Were these tasks evaluated in terms of the Functional Job Ana&lysis concept by using

o .
the Scales of Worker Functions, or by some other proven means of appraising their
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levels of difficulty? Then were the levels of difficulty correlated with valid

standards for general educational development to determine the reasoning, mathe=-

matics, language, or other requirements of the tasks?

-t

The broader question becomes: Are the qualifications for a class com-

mensurate with the duties? If not, then on-the face of it, the class specification
. ‘\e\‘ . N " '
is far from being an adequately effective tool for affirmative action. It does, .

- perhaps at the very most, serve as a guide for developing a career ladder and

possibly point out to a concerned administrator or ‘personnel analyst, who bothers

to read the specification with a critical eye, any obvious inequities. However, -

“that career ladder may ncfmOré“fh‘dﬁ;flﬁ’ﬁﬁfé';fﬁ:i‘?ﬁﬁo?si:ﬁiﬁf?f‘ﬁf?&”sﬁdbdnﬁg—ei:i;%
to climb the rungs. This would mostly depend on whether experience in some ret;son-
able length is or could be substituted for education as aﬁ alternative qualification.
In the case of the Altadena Library District, the job classification study
was perforrﬁed without an affirmative action purpose in mind. . The critical summary
" of that case reveals that it has considerable inadequacies with regard to the objec-
tives of affirmative ;:cfion which would invite serious challenge from any interested
party. The job classification plan did, however matter of factly, provide for an
alternative means of advancement, A Clerk |, with graduation from high school, <M
could ascend to Library Technical Assisfcnf I1l via experience alone as is depicted
in the career ladder, Appendix C. To advance beyond that point, though, requires
a bachelor's degree then a master's degree in l-ibrariar;ship.
]:he use of the ALA standard, “Cafegordies of Library Personnel," deter-

mined the structure of Altadena's job classification plan. Only ih a limited way °

1

could the ALA standard be considered.a document reflecfing,affirmaije_ac/ti.o.n;_,_.‘,_,

It mirrors a long-held bias within the library profession that a graduate degree in
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librarianship is a sine qua non for émploxménf in certain library jobs. It does,
iLowever, provide an opportunity for advancement to equivalent ranks along an
alternate path of specialization. Neverﬂ#eless, educational degrees are necessary
for qualification along either the librarian or specialist paths. Consequently, the.
Alfcdenc plan was bound by its own methcdology.

Although, as was stated earlier; Altadena's case has its own uniqueness,
it is not unreasonable to think that most public library job classification plans would

suffer in the same respect if a reasonably thorough job analysis was not performed

with the intent of applying it to affirmative action. It is believed on the basis of

L

“their relative importance as demonstrated by successful-workers:- -Sharpless goeson- -

my experienc;s cnci confccf; Aw‘ifhrrpersbnnel cnd_rlysf‘sa;nrdr ot?mér librrcr'ﬂ);vcarﬁ?in‘i'sy—
trators thcf'c thorough job analysis as delineated in Chapter 2 is beyond the financial-
ability and human ,r';sou;ces of most public libraries cAncj local governments.

By using the Altadera Library District case alone, the thesis that a
"pre—exisfiné job classification plan can serve as an effective instrument for affir~
mative cc’fion in personnel selection and promofic;n," would be for the most part
held untenable. Despite the fact that this project has examined only one case, |
am inclined to agree with Norman Sharpless, Jr. that the limited, gen’ercgl?zed
information usually found in class specifications does not provide for sound selection
instruments. A typical class specification contains inadequate job data necessary to
a selection Spec.iclisf. Very often it is outdated, fci!ing to reflect current iqb con-
drifions or requirements. The selection officer needs to hc;/e valid job information
such as major and minor duties and the knowledges, skills, and abilities necessary
to perform them. He also needs to know somef};ing about the desirable traits and

L

to emphasize the fact that what is obviously needed, then, is first~hand information

bi
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about job performance. He concludes that "Regretably, too many personnel agencies

place blind faith in an 'approved' class specification and blithely ignore the need

61

for job analysis and line department contacts.”

The exercise of examining the theory of job analysis related to affirmative
action and posifion-classific.aﬁqn has in itself pointed out some gross inadequacies
-in Altadena's job classification plan which, in turn, should serve as beneficial
guide for any similar endeavor. Moreover, it has evoked the observations and

recommendations found in the following section.
E 2o

. Recommendations ) X , .

Although the Critical Summary of the Case Study has furnished a number
of recommendations explicitly and perhaps implicitly, several‘specific recommendq- |
tions for improvement of Altadena's class specifications should be diskaensed with
before I go on to more general ones, ’Greaj'er attention needs to be paid to the
wording, especially in the use of ambiguous verbs under the rubric, "Examples of
Duties.” The lengfij of experience in the qualifications in some specifications W‘N
could be written less exactly. This would provide an affirmative action minded :
admini;trator more latitude in'selection and promotion. Also, abilities and knowl-
edges levels should generally be more explicit, Furthermore, the definitions of the

classes could more clearly indicate the lines of authority both upwards and down=- |
wards and the relationships between jobs where appropriate. This might best be ]
accomplished by incorporating a separate paragraph headed, "Distinguishing

Characteristics. "

Now for more general recommendations. An endemic problem to the

field of librarianship that has existed for a good many years involves the misuse

i

of manpower. In 1967 Lester Asheim suggesfe&, when there was thought to be a |

.

6
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critical shortage of professional librarians, that perhaps there was not a real short-
age after all but rather a poor utili zation of professional staffs by assigning them to
numerous non-professional fusks.62 This problem was later focused upon by the task
analysis study for the 1llinois Library Task Analysis Project. It found that in all kinds
of libraries hundreds of tasks were being performed which do not require professional
training yet are presumed to be a part of the professional’s iob.63 The traditionally
oriented librarian has been reluctant to shed these tasks even when fhey“have been

pointed out to him as being non=professional. Obviously, librarians working at

tasks below their abilities are doing work that could be performed by disadvantaged

pérsons wirfrh lreisser agiléfies.

Whaﬂf is needed to remedy this cmoma‘ly is a study like that which has been
Jproposed by the * Selection Consulting Cenf‘er; It proposes to determine exactly
what constitutes a professional librarian classification and to distinguish for selection
purposes whait are the various levels within the professional class. Thes;e determina-
tions are to be made bycm “investigation of the functions and responsibilities of
professional library classes for the purpose of ider)fifying the required employee
attributes." Additionally, it will review minimum qualifications for enfryv-level
emp’l?ymenf, emphasizing such factors as the M.L.S. degree, c:o”ege; diploma
requirements, and equivalency considerations. 64 -

The second phase of the project is to entail the development and valida-
tions of an entry-level selection system, including application and biographical

i

data forms, infervi‘evi/s,and written e%uminafigns. Finally, the next phase will be
devoted to the devre>|opmenf of an appraisal system for the evaluation of performance

and the development and validation of all aspects of a promotional system. 65

As part of the first phase, it intends "to develop a taxonomy of

bu o
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educational content relative to library work." It will consist of a systematic listing

of topics, by staff from the project's participating libraries, that may be taught at
various educational levels. Then educators from appropriate educational institutions
will be surveyed to determine the relevancy of existing school programs to the edu-
. . 66 ’ : :
cational taxonomy that has been developed . Presumably, the survey is not intended

to cover only educational programs’in ALA accredited library schools. It should

o

cover community colleges that have library and media technology programs for the

training of porcprofessionc']s. '

i .

This venture is to be financed and sOpporfed by a joint powers agreement =

between the Selecfiér; WCoﬁsulHng rCenfer c;nd any inferésfed public |ribrc’1ries within
the state. The Selection Consulting Center, incidentally, is partially funded by a
Federal grant to specifically assist public agencies in the area of fair employment
and’improved public personpel selection. Because of the inability of most local
agencies to ;;erform such fho;ough studies, as was pointed out before, this sort of
cooperation would appear to be the way to go about the revamping of selection and
promotional systems. Here we have the pooling of Federal, state, and local re-
sources for common goals of affirmative action.

Recently the Orcvnge County-Public Library and the Sacramento City-
County Public Library have instituted affirmative action plans whereby an employee
mc“y begin on the lowest rung of the career ladder and advance to the rung just
below chief librarian via on-the-job training and experience. Incidentally, this

development has not made graduate library education obsolete. It simply has

provided an alternate way to advancement within these two organizations.

-

Like other professional associations, the library associations are con-

cerned that affirmative actions similar to ones recently instituted at the Orange

]

£
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County and the Sacramento City-County Bublic libraries wili lower selection and

n promofionc;l standards and thereby reduce the quality of service or jeopardize that
professional status which has been so difficultly achieved. As a whole, the librarian
profession has been very protective of its status in the library. world. Although
libraries have probably employed more paraprofessional personnel than most other
institutions, services, or occupations, they have done so frequently against the will
of the begrudging librarian \:vho saw his sfatus being challenged. This.is epitomized

in the sanctity of the master's degree in library science from an American Library

Association accredited schosl of librarianship. One might ESk in counter fo the
S S . SO —_ . R .

sanctimonious: "Does one have to have a library degree to select books or to be a T

& i

general refererce librarian?" The question presumes that book selection is pre=
4 .
dominantly based on subiecf-m;mer knowledge and reference work upon possession
of a broad knowledge or libera! educcfio;‘cnd a familiarity with reference books.
In any case, affirmative action is here by legal mandate. Consequently, it is
incumbent ubon the uprofession to deal with it. ’
J

The library profession as a whole should re-examine itself along the lines
of the proposed Selection Consulting Center project. lts graduate schools of libfary
education should revise their curricula in order to give students more of the kind of
education that they could not as employees acquire through on=the-job training.
The graduate education should be more than just a matter of reacting to the informa-
tional needs of a technological society ; it should be training people who will be in

the vanguard of technology. It should offer more courses preparing students for

research and development in information science. It will be in this way that

.

N pro'f'éégiﬁdﬁalvéfctdé' and quality service are maintained,

e
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: thusly con.
__ . Affirmative action_/ become _an integrol part of common pursuit of

quality library service. Mony nable individual librory gools hove gone un-
accomplished becouxsﬁ:e there hos nqt been ovailoble monpower. With the possibility
of employing more poraprofessionols ot the somevzasis, libraries could offord to
concentrate on those forsokén goals. Obviously, o fovaroble cost-benefit colculus
to the public would be the result. Cansequently, not only does offirmotive oction
creote employment and promational apportunities for the disodvontoged, but ot the
same time it frees "professional” or otherwise higher-quolified stoff to perform
higher«lével ond mo're creative ;,work to improve librory service.

Whot ploce does the community college librory teci&né!qu progrom hove

3

in this new world of librorionship? TEere ore mony who connot afford the money,
time, or ofhe; socrifices of obtc;_ining o u\niversify education. A two-year librory

or medio technicion progrom moy be more suitoble to their individuol needs, opti-
tudes,gnd_ol_a_i,l,iﬁgg,ggd_utgffhg[[_pgrg.gggl'q;pirgt_iro_r]s. So in these persons'coses, the
librory technology program presents anothér épfi‘on to odvonced educotion ond on-
fhe—ioﬂb training for those desiring ta work in librories. In the case of smoll librories,
wha do not hove the equipment, focilities, ond m;npower to give the breodth of
troining necessory Fm‘- paraprafessionol employées to transfer to better positions in

ather library systems, the librory technalogy program moy provide on onswer.

Vhile the employee is beﬂing troined in schoal, he is bringing whot he has learned

.
it

f

+5 his job. Thus/is commitontly benefiting both the librory ond himself.

This tends to spoflighthOnofher concern created by offirmative oction.
In mony coses, parcprofessionols, like o greot number of professional librorions,
are interested in advoncing os quickly os possible even if this should entail trons-

ferring to other librories or governmentol jurisdictions. The phenomenon is more

639
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especially true in smaller libraries where the opportunities for advancement are

“

" rather limited due to both fewer positions of greater responsibility and thus learning,

.

T PO

and fewer simply in terms of numbers.  Head of adult services in a small neighbor-
hood library is not as respon;ible of a position as that in a large municipal library.
Sc; to make affirmative action all-pervasive within the library world, there is a ‘heedv :
for some kind of cerfific\cti_on of library positions among libraries or the establishment
of a common system for evaluating the knowledges and abilities within the various
levels of the paraprofessional rcnl;s. The same, of course, is nece§sscry for acknowl-
edging those former paraprofessionals who have moved up into the "prqfessioncl" ranks ‘
in their respective libraries. [t 15 recommended that the library associations make a

- 3
study of this matter of high priority. They are .urged. that any such studies should
input from

involve £lericals and paraprofessionals as well as post-graduate degreed librarians,

One of the specific concerns of such a study weuld be the evaluation of

the quality of on=the~job training within the various library jurisdictions. They

might use criteria on the order of those used for accrediting library schools - factors
such as total library budget, library materials budget, total population served based
on use measurements, size of staff, etc. All of these factors and others could be

broken down into sub~factors which may have more bearing on the specialties of an
' an
employee’ job.  An example might be a breakdown on /audio-visual department

as follows: the diversity and complexity of the equipment, amount of the equipment

and materials loaned, the total budget, the materials budget, and number and level

of positions within the department. It would also be necessary to evaluate on-the-job

training in terms of equating it with community college training programs; =~
A broader concern related to this is, as was pointed out in Chapter 2 under

Job Qualifications, that of both quality and length of experience as an alternative

€ AN
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—_means to_education in order to qualify for advancement. Criterion measures here

too e needed for proper validation. At the present time there appears in various
jurisdictional job classification plans a variety of equivalents between experience

and education. Most of these equivalents apply to personnel within the organiza-

N tion as well as to those candidates outside fhe]eby enlarging the problem. In most
- cases, these equivalencies have been more or less crbifr;xrily set based on value

judgements. But the fact that fheregcre disparities between jurisdictions on this
matter simply points out the need for a better means of evaluating the two in
relation to each other. Moreover, as | had also indicated in Chcpteer, the usual
experience statement calls for an amount of experience while ignoring quality of

i experience. In any study of equivalency of education and experience, it would
be important that persons from the library profession be ;;cr’ricipants along with

l

{ public administrators and industrial psychologists.

Mﬂ“"”" It has been observed through the examinatior of classification procedures

and practices that most classification systems are not behaviorally oriented. They

place the primary emphasis on the position instead of on the abilities and qualifica-

. « . Thissituation generates dysfunctional [organizational]
activities in order to compensate for the inflexibility of the classification
system. The heart of the problem is that traditional position classification
systems are "not adequgtely geared to deal with complex dynamic organi-
zational situations." "

' tions of the individual incumbent. As Jay M. Shafritz puts it,
| L

|

\

It is hoped that this indictment of rigid classification systems would serve to cause

, ;‘gpubi‘ic administrators and personnel specialists to make them more adaptive to organi-
zational needs. In so doing, it is expected that affirmative action would be facili-
qued.

-

Rigid classification plans are in themselves, of course, barriers to

o Rt
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—__ affirmative_action in:the_amgny_viqy,su,discussed throughout this project. As was sug- 4

| gested earlier, the merit s):stem ’ of which the classification plan is part and parcel,
select out of government employment many of the disadvantaged. This process has
larger untoward,politi¢al imp!icafions because such government jobs actually deter-
mine who govern\s the community. According to Jay M. Shafritz, the level of

public employment can be used as'a valid measure of political power and Qiability.és

If the library world is willing to commit itself to affirmative action there
is no doubt in my l;\ind that not only will the disaanntaged bene’fit , but so will
library service and the reason we are in the business of disseminating information - i
the public. Consideroblc; time, effort, a?d expense may be involved, and many
what had been fastly-held practices will ;’all by the wayside; however, in the end

f/,jl;e result will be worthwhile. And perhaps this vﬁll be the most important step in

(/ creating a more equitable society in which minority groups are brought into the

- e

il

not-too-distant future fair employment opportunity can actually be equal employ-

ment opportunity.

e
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GLOSSARY
Class, .1t is a group of positions sufficiently alike in respect to gﬁufies and
responsibilities to justify common treatment in selection, compensation, and other |
, o
s to

employment processes, and sufficiently different from positions of other clésse

justify different treatment in one or more of these respects. When no other posi-
tions of the same kind exist it may consist of one position. ;

Class specification. Sometimes referred to as a class standard, it is a

clear and sufficient written guide for the allocation of positions to classes.
f
!

4
;

;

Duty. A duty includes a large segment of the work performéd by an

individual and may include any number of tasks.
j

Job. A job is a group of positions which are identical, orjat least very
j
similar, in their significant duties. There may be one or many persons employed

in the same job. . V
|

i

j

Job analysis. Job analysis is a detailed examination offu job to deter=
!

mine the duties, responsibilities, requirements, working condifionsf, required tools
i

and equipment, relationships to other jobs, and specialized requir‘ﬁbmenfs necessary
i

for its performance. ]

»

Job classification. It isa systematic arrangement of ]bbs into groups,

]

categories, or classes according to the relative requirements necessary for their

74
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performance.

Job description. It is a written description of the major responsibilities,

duties, and requirements of a job,

0

Job restructuring. Job restructuring is a special application of job analy-

sis that involves the identification of jobs within the context of a system of which

they are a part and the analysis and rearrangement of their tasks to achieve a desired

purpose.

Job specification. A job specification is a written statement of the

abilities and personal requirements for a job from which selection qualifications

are derived.

Position. A position consists of one or more duties requiring the services

or activities of one worker. There are as many positions as there are workers.

Position classification. Position classification involves identifying the

duties and responsibilities of a given position in order to control its allocation with=

in the job classification system.

Task. It is a distinct identifiable work activity that constitutes one of

the logical and necessary steps in the performance of a job.

Task analysis. Task analysis identifies the tasks in a job.

o
Z

:
E
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APPENDIX B

Hierarchical Table of Positions

Positions

Page
(Clerk |
(
(Clerk~typist

Library Clerk II

Building Serviceman

Library Technical Assistant |
(Account Clerk
ELibrury Technical Assistant |l
(Library Technical Assistant 1]
ELibDrury Associate
(Administrative Secretary
Monitor

Buildiﬁixg Repair-serviceman
Librarian

Senior Librarian

Assistant to the District Librarian

District Librarian

Number of Incumbents

10 part-time
. 1 full-time, 4 P/T
1E , 1p/T
3F/T, 2P/T

1F/T

1F/T

1F/T

1F/T

2F/T

1F/T

1F/T

2 P/T :

1F/T
3F/T, 1 P‘/T
3F/T
1F/T
JFT
Total 42 (220 F/T and 20 P/T)

77
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APPENDIX C

p

Career Ladder of Library Jobs

District*tibrarian

Librarian 11

Librcr;cn |

Library Technical
Assistant 11|

ALTADENA LIBRARY DISTRICT

fl
|
|
1973

M.L.S. Degree

-~
-~

){ Library Associate

Library Technical
Assistant 1]

Library Technical
Assistant |

~ v
-~ ~
-~ -~
. ~
L N
N

‘Degree

i
Bachelor's | j
i
]

_—

Library Clerk Il

Clerk-Typist

Library Clerk |

Library Page

—
—

78

High School
Diploma

—

—
S

10th Grade
Education




AFPFENDIA D _ MONTHLY SARLARY SCHEDULE *—]
‘ Step Step Step Step Step ’ ;

Class Range I II IIX v v

1Senior

LI . . . . * . . . . . . . . . . . .

Librarian 35 907 953 1,001 1,052 1,105

. . - . e . . . . . . . . ¢« e . ¢« o . . o o . . . . . . . . . . . . . . . . . .

Librarian 29 781 821 . 863 907 953

Building
Repair e o e le e o & e wlse 8 e e e wte e @ ® e o o o o s o e le e o s e o)e v 4 v e o 3

Serviceman 27 743 781 821 863 907

Monitor 26 725 762 801 842 885

Administrati&e

* e . [ . e . . L] L] . . . . . . . * ® . . ¢ e (e . o o . . . e o £ . . .

Secretary 21 641 673 707 743 . 781

[.ibrary

* o 8 00..0‘.0.000.0..000..0.ooo&u”.o.o‘.!o.o.

Fssociate 21 641 673 707 743 - 781

Library I } :
I‘echnical . . . . . [] . . L] . . . L] . . . . . . . o‘ L] . . . . . . f, ] . . . . . . . . - -
hssistant IIZ 21 641 673 707 743 781 -

Library ,
:Pechni cAle cfj* o o o s 8]le o 8 o o ele s e e s ele o o &t ¢ s fe o s o e s o o e s+ & o e
Assistant IX 19 610 . 641 673 707 743

IAccount

Clerk 19 610 641 673 707 743

Library
Technicalo oo o o e o s fe ¢ s ¢ o e je o ¢ e w o |e ¢« e e e ‘ ® o o o o s ]le ¢ e v e e
~ PBssistant I 17 . 580 610 641 673 707

Building

. . . . o ¢ e . LI ) o [ . . e o . LI ] . . * o Je . e o » . - . . . . . - o . . - . - .

Serviceman 15 552 580 610 641 673

Library

Clerk II 13 526 552 580 610

IClerk

Typist - 13 526 . 552 580 610 641

Library 2.62/hr 2.75 2.89 3.03 3.18

* LI } o . . . * o . * o LI ) . L o * e . . J . o . * e L e o * e . < e - . . . . L

Clerk I 7 453 | 476 . 500 526 552

1.94/hr 2.03 2.14 2.25 2.36

A - 336 353 . 371 390 410




APPENDIX E

JOB DESCRIPTIONS/CLASS SPECIFICATIONS

ALTADENA LIBRARY DISTRICT

1973




MINIMUM QUALIFICATIONS

LIBRARY PAGE

DEFINITION

Under supervision, to do simple manual and clerical work as reguired

it
i .
i

EXAMPLES OF DUTIES

Depending upon assignment, processes or shelves books, periodicals, and
other library materials; performs routine messenger duties; operates postage
machine; mends and serv1ces 'films .

[

Ability ¢
Perform simple manual and clerical duties
Follow ora 4nd written instructions
EstabMet” and maintain effective relations with the public

Experience v

No work experience is requiwed -
Educationy

Completion of the tenth grade -

7/23/73
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LIBRARY CLERK I/CIRCULATION

DEFINITIGON
Y

‘Under supervision, to do routine clerical ang library technical work and
to perform other duties as required -

EXAMPLES OF DUTIES

Charges and discharges library materials; issues borrowers' cards; receives
incoming telephone calls; dbes filing

MINIMUM QUALIFICATIONS

o 1 )
Ability- : : v "
_—_— 0] . . 0] . %\’ 4 .
Establish and maintain effective relatiohs with the public
Perform roufine cherical tasks
Follow oral and written instructions

Experience )
No work experience is required

Education .
Graduation from high school

7

7/23/73

st

{




DEFINITIOHN

<

%ndtr supervision, td do a variety of clerical and llbrary technichl work '

and to perform other duties as reguired

EXAMPLES OF DUTIES
&

i

.

& e

Types catalog cards; makes all entries tgo shelf list; provides clerical

- support for special projects

’ MINTMUM FICATICNS

3

Knowledge )
Clerical practices
. !
Ability

i . .

X

Perform clerical -and library technical work w1th speed and accuracy
Type at a-speed of 50 words per minute from a clear copy

3
Exporience
Cne year of clerical experience

Education .
Graduation from high schcol

7/23/73
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LIBRAR¥ CLERK II/CHILDREN'S SERVICES

T T T

DEFINITION * 7 .

‘Under supervis%on, to do a variety of clerical and library technical
work and to perform other duties as required

EXAMPLES OF DUTIES

.
Types and files order fcrms from rev1ew media; checks said media against
the catalog and review files; types film lists, bibliographies, analytics,
book reviews, announcements, correspondence, press releases, etc.; assists
in weeding procedure, gives readers' advisory service

MINIMUM QUALIFICATICIHS

Knowledge
Clerical practices,

Ability ’ .
Establish and maintain effective relations wlth the public B
Perform clerical and library techn1ca1 work with speed and accuracy
‘Type at a speed of 40 words per minute from a clear copy

7y

. Experience -
) One year of clerical experience .
N \ ”
4 . ¢
Education

Graduation from high school
L]

’ 7/23/73‘
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LIBRARY CLERK II/TECHNICAL éERVICES

— __DEPINITION. S . , i N

Under supervision, to do a variety of clerical and library technical work
and to perform other duties as required “ d

EXAMPLES OF DUTIES

Types catalog cards and files in card catalog; modifies existing catalog
cards according to exact instructions and assists in cataloging children's

- books; prepares books for bindery; provides clerical support for special
projects

MINIMUM QUALIFICATIONS

Knowledge
Clerical practices

k)
i
B

- Ability
Perform clerical and library technical work with speed and accuracy
Type at a speed of 40 words per minute from a clear copy

Experience

One year of clerical experience

Education
. Graduation from high school .

7/23/73

-
[
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LIBRARY CLERK II/CIRCULATION

DEFINITION

Under supervision, to do a variety of clerical and library technical
work and to perform other duties as required

EXAMPLES OF DUTIES

Processes overdues and book reserves; charges and discharges library mater-
ials; issues borrowers' cards; receives incoming telephone calls; types
reports; maintains records

MINIMUM QUALIFICATIOHNS

Knowledge
Clerical practices

Ability
Establish and maintain effective relations with the public
Perform clerical and library technical work with speed and accuracy
Type at a speed of 40 words per minute from a clear copy

Experience
" One year of clerical experience

Education
Graduation from”high school

5

7/23/73
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BUILDING SERVICEMAN

DEFINITION

Under general supervision, to perform cleaning and minor repairs through-
out the library facilities and to perform other duties as required

* EXAMPLES OF DUTIES

@

Washes, cleans and polishes furniture; washes windows; sweeps, mops, and

* polishes floors and steps; dusts and washes walls; dusts books and shelves;
sweeps sidewalks; cleans toilet and fixtures; dusts and cleans blinds;
empties waste containers; stocks rest rocms with supplies; cleans light
fixtures; makes minor repairs to plumbing; replaces light bulbs and fluores-
cent tubes; reports malfunctions or unsafe conditions of buildings and
“facilities. ‘

MINIMUM QUALIFICATIONS

- Knowledge %
Cleaning and polishing supplies, materi%ls, methods, and practices
Ability :
Work independently :
Follow oral and written instructions
Maintain effective relations with fellow employees

Experience
Oner year of custodial or related experience and possession of a Class 3
Californiu driver license
Education :
Ability to read and write

7/23/73 i
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Il
i

LIBRARY TECHNICAL ASSISTANT I/CIRCUQATIO&

© *
0

DEFINITION .

- Under general supervision, to do a variety of responsibie clerical and

library technical work and to perform other duties as réquired
|

EXAMPLES OF DUTIES |
g o

. . ey 9 R e .
Processes interlibrary loans; does bibliographical verification; processes

- overdues and reserves; charges and discharges library materlals, ‘issues

borrowers' cards; receives incoming telephone calls; types reports and main-
tains files; supervises staff in the absence of department head -

MINIMUM QUALIFICATIONS i

i
|

'Knowledge .

Library terminology and basic library procedures, practlces, é¢nd tech-
niques related to the circulation of library materlals ,

Clerical practices

#

Ability
Establish and maintain effective relations with the public

Perform responsible cler1ca1 and library techn1ca1 work with speed and

accuracy ‘
Apply and. interpret policies and rules . ; &
Type at a speed of 50 words per minute from a clear copy

Experience .
Two years of library clerical work |

Education
Graduation from high school

7/23/73 : |
|
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ACCOUNT CLERK

g

- E

DEFINITION

Under general supervision, to do a variety of responsible clerical and
bookkeeping work and to perform other duties as required

EXAMPLES OF DUTIES

-

Processes daily cash receipts and deposits; maintains cash receipts and
disbursements journals; processes vendor 1nvolces for payment; prepares
payroll; maintains petty cash fund, office and llbrary supplies inventory,
financial records and files; prepares purchase orders; types financial
reports and correspondence

MINIMUM QUALIFICATIONS ) .

Knowledge
Clerical practices and-effice methods -
Basic financial record keeping and business procedures
Rules of English composition

-

Ability ’
Perform arithmetic calculations and respon51ble clerical work with speed
and accuracy
Establish and maintain effective relations' with outside business repre-
sentatives e
Compose routine correspondence - ‘ “,
Type at a speed of 35 words per mknute from a clear copy and operate §

adding machine

Experience/Education o o
Graduation from high school and three years of specialized clerical ex~-
~ perience, including financial record keeping; or two years of college,
including courses in bookkeeping and other bu51ness subjects, and one
year of clerical experience -




Aﬁllltz ’ i >

‘Experience/Education
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LIBRARY TECHNICALUASSISTANf II/TECHNICAL SERVICES -

DEFINITION

“ -
©

~ Under genéral supervision, to do a variety of responsible clerical and

library technical work, to supervise lower clerical staff and pages, and
to perform other duties as required

i

EXAMPLES OF DUTIES .

i

Responsible for ordering and proce551ng invoices of library materlals for
both the main and branch libraries; maintains correspondence file of library
material vendors; supervises filing and revising of public catalog; super-
vises technical processors and clericals; prepares and types reports and
correspondence ) .

"MINIMUM QUALIFICATIONS

J
Knowledge
Library terminology and basié library procedures, practices, and tech-
niques related to cataloging and technlcal processing of library
materials :
Clerical practices and office metheds

P

Perform responsible clerical and llbrary technicalt'work with speed and
accuracy -

Establish gnd maintain effective relations with outside bu51ness repre-
sentatives ~

Supervise the work'of clerical assistants and pages -

1
L .

. TN

Graduation from high school and three years of library cler1cal experi=-
ence, or two years of college and one year of library clerical experi-
ence

7/23/173
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LIBRARY TECHNICAL ASSISTANT III/BRANCH

-’;

¥

DEFINITION

Under general supervision, to plan, organize, and direct the operations and
functions of fthe branch library, to do limited professional library work,
and to perform other duties as required - ' Q

EXAMPLES OF DUTIES

Plans, organizes, and directs the operations and functions of the branch
library; performs reference and readers' advisory work; gives book talks -
and library orientations and tells stories; supervises and participates )
in the charging and discharging of library materials, the issuing of bor-
rowers' cards, sending of overdue notices, maintenance of circulation records,
book shelves, and all other processes related to the circulation operation;
advises on administrative_policies;.prepares reports; participates in the
selection of books ;

€ 4

. MINIMUM QUALIFICATIONS

.

Knowledge ’

Library terminology and basic library procedures, practices, and tech-
nigues related to the circulation of library materials

Adult and children's books, bibliographical sources and reference materials

Clerical practices and office methods ’

¢

, Ability ;
’ " Establish and maintain effective rel {tions with the public
' Utilize reference sources G
- Assist and advise readers in the selection of library materials
Tell stories and give book talks N
Promote interest in books and library services :
Supervise the work of clerical assistants. '
Perform responsible clerical and library technical work with speed and
accuracy -

Apply and -interpret policies and rules

—

Experience/Education 9
Five years of increasingly responsible library clerical work, or two years
of college and three years of responsible library clerical work
; ‘ h g

» £

7/23/73 :
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LIBRARY TEéﬁNICAL ASSISTANT III/CIRCULATION

©

+ -~ DEFINITION

Under tbeneral direction, to plan, ovryanize, and direct the operations
and func.‘ons of a library departmerit, to ac a variety of responsible
clerical and. library technital work, and to perform other duties as re-
quired .

& 3 -
EXAMPLES OF DUTIES -
L] ) » M i ’ . i * -

‘Plans, orggﬁizes, and directs the operations and functions of circulation
at the main library; supervises the work of the c1rculat10n‘staﬂlr advises
\\ on c1rcu;at10n and administrative policies; supervises and participate¥ in
~ the charglng and discharging of library materlals and the issuing cf bor-
N rowers' cards; supervises the sending of 'overdue notices, the maintenance
of circulation ﬂbcoros‘ library materials shelves, and all other processes
. ~ relating to the circulatien oberation, performs suryeys and studies and
prepares reports; handles .-the more complex problems or complalnts of bor-
" rowers relatlng to c1rculat10n matters

LN . ~

"MINIMUM QUALIFICATIONS

“

Knowledge
Lipbrary termlnology and basic library procedures, practlces, and tech-
nigues rélated to the circulation of library materials ‘
- Types and general uses of library materlals available*
y . Clerlcal practices and offlce iMethods

N

Ablllty -
' Establish and maintain effectlve relatlons with the public -
‘ Supervise the work of clerical assistants and pages Lo
Perform responsible clerlcal and library technical work with speed and
accuracy ‘

«~ Apply and 1nterpret policies and rules

Experlence/Educatlon

Five years. of increasingly responsible library clerlcal work, or two
years of college and three years of responsible library clerical

work

o - 97
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P " ADMINISTRATIVE SECRETARY

I ;, L
DEFINITION : L

-

Under general supervisjion, to do a variety of responsible secretarial,
clerical, and administrative work and to perform other duties as required

EXAMPLES OF DUTIES

Initiates and answers telephone calls: makes appointments and interviews
callers for the District Librari~ii; composes routine correspondence and
takes dictation from District Librarian; schedules community room activities;
«. furnishes information requiring considerable knowledge of library work, poli-
~cies, and procedures; takes and/or trahscribes minutes of trustee or committee
meetings; compiles information and prepares reports; maintains library pub- h!
+ licity album and extensive filing system; types order forms  for book purchases

MINIMUM QUALIEICATIONS ' :

Knowledge
Modern office procedure
Standard office equipment

8 Rules of English composition

T +

Ab®lity
Take dictation at 90 words per minute
p Type at- 60 words per minute from clear copy -
Perform responsible clerical work with speed and accuracy ;
Establish and maintain effective relations with the public
Experience/Education )
‘Graduation from high school and three years of secretarial experlence
(A.A. degree in secretarial science may be substltuted for one- year
. of secrétarial experiencey 2

7/23/73 !
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LIBRARY ASSOCIATZ/ADULT SERVICES

o

DEFINITION
Under general supervision, to dn limited professional library and respon-
1‘i‘$ clerical work and to perform oti.cr duties as required

EXAMPLES OF DUTIES

Performs reference and readers' advisory work, referrlng only the more dif-

-ficult ‘or unusual reference questions to a librarian; participates in the

selection of adult materials; draanlzes and malntalns pamphlet file, voca-

» tiona)X file, etc; assists in catalogxng ‘and” classifying materials and main-

ta;g;ng catalog; does bibliographic checking and searching; types reports,.
p requibitions, and book orders

g I

MINIMUM QUALIFICATIONS

»

Knowledge ‘ " )
Library terminology and basic library prdcedures, practices, and techniques
Adult books and general uses of library materials
' Clerical practices

A . . .

- Ability S : Y
Evaluate adult literature . T A
Utilize common reference resources A

Establish and maintain effective relations with the public

Type at a speed of 40 words per minute from a clear copy .
Perform responsible clerical work with speed and accuracy

Experience .
Six months of clerical or hidgher level experience in a library, or six
semester hours in library technology or science -

. . ¢

Education .
v A bdchelor's degree from an accredited college or university
. ' ,
£y
- : : 95
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MPNITOR ‘

DEFINITION P .

Under general supervision, to maintain "an atmosphere conducive to

study and reading throughout the library, to protect llbraryfproperty,

and to perform other duties as required
* EXAMPLES OF DUTIES

- 0
~ -

-

Maintains quiet conditions in the library; protécts library property; patrols
parking lot and grounds to prevent loitering and theft from cars; advises
patrons on dress reguli;ions; ‘checks to insure all patrons have left after
closing ' ' :

’
: .

MINIMUM QUALIFICATIONS .

Ability - ) A
Establish and malntaln ‘effective relations with the publlc .

Exercise good judgment under adverse conditions
Follow oral and written instructions

8 p’
3 -
Experience . )
Should be a member of a law enforcement agency s
Education ‘ ) N
- Graduation from high school y
- ) ¥ . s
A
- ¢
P . i
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BUILDING REPAIR-SERVICEMAN

DEFINITION ®
.Under general supervision, to perform a variety of skilled repair work to '
the library facilities, equipment, and furniture, to do cleaning maintenance
to supervise the building serv%ceman, and to perform other duties as requireg..

k4 -
Pl

EXAMPLES OF DUTIES - - 5y .

Does skilled carpentry, painting, concrete, asbestos and welding; repairs

and maintains buildings. and equipment; does minor construction work; selects
and applies insulating material to exposed surfaces of equipment; p#Mnts

and makes repairs on equipment; constructs or reconditicns office furniture;
sets glass; maintains and repairs electrical, plumbing, heating and other
equipment, such as small electric motors, fans, filters and compressors; .
operates hand and power tools; performs custodial and clean-up duties; super-
vises the building serviceman

»

MINIMUM QUALIFICATIONS °

Knowledge .
Methods, materials and tools used in building construction, maintenance,
and ' repair > ' .
Carpentry cabinet work, plumbing, plastering, asbestos, cement work, weld-
ing sheet metal work, basic electricity, and upholstering

Operate basic machine shop and woodworking equipment

Work from blueprints and rough sketches . .
Follow oral and written instructions N

Maintain effective relations with fellow employees -

.

Ability . 1 - ]

»Exgerience

Five years of experience as a helper in the construction and repair trades,
or one year journeyman experience in one .of the skilled trades
Possessidn of a Class 3 California driver license

Education
Graduation from high school ¢

7/23/73
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| LIBRARIAN I/CHILDREN'S SERVICES

DEFINITION .

Under general supervision to select libraty materials, to give reader assis-
tance, to tell stories, and to do other work as required

-EXAMPLES Of DUTIES

. . AN
- Performs readers' advisory and reference work; selects and weeds library

materials; gives book talks and library orientations, and 11s storiesL,
compiles book lists; advises on admimistrative policies; attends profes-

sional meetings; assists the Head:'of Children's Services N
}_MINIMUM QUALIFICATIONS ‘ N
! AN
’ B N
Knowledge AN
Library objectives, prxncxples, organization, services, practxces,\hnd
procedures \\
Children's books, bibliographical sources, and reference materials \\
N * v » N\
Abllxtz ’
Evaluate children's literature ‘
Utilize reference resources : ,
Assist and advise readers in the selection of llbrary materlals
Promote interest of chHildren in books and library services ® N
Speak to groups and school classes
Tell stories and give book talks
Establish and maintain effective relations with the public
Experience Y }
No professional experience is required
Education .,
’ Graduation from an accredited college or university and possession of
.a graduate degree from a school accredited by the American Library
“Association
) ;
| |
. . - g
7/23/73 . i
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. LIBRARIAN I/ADULT SERVICES

DEFINITION

Under general supervision, to select library materials, to give reader
assistance, and to do other work as required

7
EXAMPLES OF DUTIES

Performs reference and readers' advisory work; compiles book lists; assists
in the planning of public lgbtures,vfilm programs, and exhibits; partici-
pates in the selection of adult materials; assists in the performance of
surveys and studies and in the preparation of reports; advises on adminis-
trative policies; attends professional meetings

MINIMUM QUALIFICATIONS

Knowledge Y
Library objectives, principles, organization, serviegs, practices, and
procedures
, Adult books, bibliographical sources,and reference ‘gaferials

Ability .
Evaluaté adult literature )
uUtilize reference resources

- Adsist and advise feadexs in the selection of library materials
Promote interest of adults and yqung adults in books and library ser-
vices
Speak to groups
Establish and maintain effective relations With the public

Experience
,No professional experience is required
Education
Graduatxon from an accredxted college or university and possession of
a graduate degree from a school accredited by the American Library
Association + | .

. - -

.
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LIBRARIAN II/CHILDREN'S SERVICES

DEFINITION "

Under general direction, to plan, organize, and direct the operations and
s functions of a library department and to do other work as required
+

EXAMPLES OF DUTIES:

Plans, organizes, and directs the operations and functions of the Children's
Services; supervises the work of the professional and nonprofessional staff;
performs readers' advisory and reference work; selects and weeds children's
materials for both main and branch libraries; compiles book lists; gives
book talks and library orientations, and tells stories; arranges children's
programs at the main and branch libraries; performs suyrveys and studies,

and prepares reports; advxses on administrative policies; attends profes-
sional meetxngs -

MINIMUM QUALIFICATIONS

i Xnowledge
Modern library organization, administratien, services, and equipment-
Reader interest levels and trends in current literature ‘ )

Children's booké, bibliographic sources and reference materials

Ability - e
Plan-and develop a program of lxbrary services
Supervise professional and nonprofessional staff
Evaluate children's literature

+ Utilize reference resources _ . :
Assist and advise readers in the selection of library materials  -.——.—
Promote interest of children in books and llbrary services
_ Speak to groups and school classes . >
" rell stories and give book talks o
— " Establish and maintain effective relations with the publlc
Apply and interpret policies and rules

Experience

Three years of professional lxbrary work, most of which must be in Chil-
dren's Services, in a library of recognized standing =

Education

Graduation from an accredited college or unlversxty and possessxon of a

graduate degree from a school accredlted by the American berary
Association | ‘

‘y
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LIBRARIAN II/TECHNICAL SERVICES

DEFINITION
7 ; , .

Under general direction, to plan, organize, and direct the operations and
functions of a library department and to do other work as required~

N

v .

EXAMPLES OF DUTIES

Plans, organizes, and directs the operations and functions of Technical Ser-
vices which includes ordering, classifying and cataloging library materials,
and all other duties related to technical processing; participates in the
selection of adult materials; performs surveys and studies and prepares re-
ports; advises on administrative policies; attends professional meetingsy
supervises nonprofessional staff in the administration of these duties

MINIMUM QUALIFICATIONS . ' ) ’ ~

»

‘Knowledge . ‘ \
Modern, library organization, agwxnlstrdtxon, services, and equipment
Library classification system, catalogs, and cataloging and filing rules
Adult books, bxblxographlcal sources and reference materials

Ability .

Perform a variety of difficult and responsible professional library work -
Supervise nonprofessional staff
Evaluate adult literature

Apply and interpret policies d&nd rules

+

. Eerrlence

Three years 6/ professional library work, some of which must be in Tech-r
nical Services, in a library of recognized standing

-

Education
Graduation from an accredited college or university and possession of a
o graduate degree from a school accredited by the American Library
Association ’
! “ ’
7/23/73 -
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LIBRARIAN II/ADULT SERVICES

DEFINITION ~

-~

Under general direction, to plan, organize,-and djrect the operations and

_functions of a library department, and to do other work as required

A
&

EXAMPLES OF DUTIES

7 Plans, organizes, and directs the operations and functions of the Adult

Services; supervises the work of the professional and nonprofessional s £;
performs reference and readers' advisory work; compiles book lists; develops

public-lectures, film programs, and exhibits; participa;es in the selectdion .

of reterence and other adult materials; performs surveys and studies and .

prepares reports; advises on administrative policiqp; attends professional . ~ }

meetings k
. -

MINIMUM QUALIFICATIONS

Knowledge
Modern librery organization, administration, services, and equipment
Reader interest levels and tiends in current literature
Adult books, bibliographic sources, and reference materials

Ability
Plan and develop a program of library services
Supervise professional and nonprofessxonal staff
Evaluate adult literature
Utilize reference resources
Assist and.advise readers in the selection of library materials
Promote interest of adults and young adults in books and libxary services
‘Speak to groups .
Establish and maintain effectxve relations with the public
Apply and interpret policies and rules

Experience ‘ .- ) ' )
Three years of professional library work, most of/&hich must be in Adult
Services, in—a—libraryof recognized -standing -

Education )
> Graduation from an accredited college or university and possession.of a
. graduate degwee from a school accredited by the American Library
Association
. hd
10v 4
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ASSISTANT TO THE DISTRICT LIBRARIAN

DEFINITION .

Under general direction, to serve as an administrative assistant to the
District Librarian, to be responsible for all aspects of financial record
keeping and maintenance-of the library facilities, t® supervise personnel
in the admxnlstratxon of these duties, and to do other work as required =~

EXAMPLES OF DUTIES

.

Responsible for all phases of financial record keeping; assists in the
:paration of the budget and lmplcmentatxon of budget control procedures;
analyzes operations and functions of the library and.personnel positions;

* prepares a variety of reports and results of studies; responsible for- pur-
.chasing and receiving of all equipment and supplies; maintains inventory of
fixed assets, administers-all contracted services and work, including main-
tenance and repairs of buildings, furniture and equipment; supervises per-

sgnnel in the administration of these duties
. - b

* MINIMUM QUALIFICATIONS B oL

Xnowledge ) .
Administrative principles and _practices
Generally accepted accounting principles and practices
Modern office methods

‘ L
I Ability y
Establish and maintain effeetxve relations w1th s{aff members and out-
side business representatives i
Analyze and prepare financial and*statxstxcal dat%
s Make c¢lear and comprehensive reports involving 1ndeendent research

Coordinate and supervise the work of others
Apply and interpret policies and rules

-
.

Exgerience

Three ycars of responsible experience in planning, coordinating, and
.supervising administrative functions Wd services

. 7 hd
+

Education - )
Graduation from an accredited college with .a specialization in business
adm;nxstratxon, accounting, public administration, or related field=-~ .
—‘accountxng being essential .,

9/23/73
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'MINIMUM QUALIFICATIONS

-

.
A - - -

— DISTRICT LIBRARIAN . * .

. '-'

—
7

-~ . . .
DEFINITION . . v

.

Subject to general policies ege%ﬁihed by the Board of Trustees, plans,
organizes, and directs the operations and functions of the library district

Ld -

EXAMPLES OF DUTIES . . ) LT

Plans, organizes,.and directs the operations and functions of the library
district; establishes and maintains effective working relationships with
the public, the Board of Trustees, 'and the staff; develops library programs
and maintains high ‘professional standards; formulates and implements .admin-
istrative polxcxes, supervises budget preparation and the administration

" of fiscal matters; prepares and submits reports to the library Trustees;
participates in the sedection of library materials; represents the library
in the community; attends professional conferences and meetings, including
active participation in the,Metrépolitan Cooperative Library Systém

-

A

4

.

Knowledge R
Modern library" organlzatlon, admlnlstratlon, servxces, and equipment
Reader interest levels and trends in current literature
Library cla551f1cat10n system, catalogs, and cataloging and filing rules
Books, blbllograph;cal sources and reference materials

.

.

Ability . ) ’ T

Plan and develop a program of library services

.Formulate and implement administrative policies

Establish and maintain effective relations with the public, the Board
of Trustees, and the staff )

Promote community 1nterg§t in books and library services

Evaluate literature . . ' :

Speak and write effectively V . :

. . B
Exgerlence

Five years of professional library work, including three years in an
administrative capacity »
Education ’ -
Graduation fxzom an accredited college or university and possession of  «
a‘graduate degree from a school accredxted by the American Library
Association
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POSITION CLASSIFICATION
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'ﬁ CONTENTS
Professionai Librariansf
Office Assistants
-Clefk/Typistf
™ - Sstudent Assistants’
. Monitor
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classificaticn.

CAuIFORNI“ STATE LIERARY *

CLASS TITLES

*
Jre ikl ST !

. + B :
In the attempt, to use a fairly uniforitvrminology for professional library
classes, we define class titles~in common usc in terms of the following
general duty statements that suggcest the various Jlevels of personnel -

\ . —

i N

Profcsglonal Employee - An cmployce in a position which requircs collcge
or univ:orsity cducation and library school graduation, and performance
of vork of a grade wvhich nccessitates training and skill in the
theoretical or scicntific parts of libraxy work (as distinguished from
. itvs mechanical parts.) oMpplics to all classes in this list. .

gpiéf Librarian -- Librarian who assum:s rcsponsibility for operation of the

entire llbrary, intcgrating its work with that.of other city or county
departnents, university or college dﬂpartmcnts, or other major varts
of the larger organization: makes final decisions on policies, plans

and programs. .
7
Dtgartment Hegd - Professional employee who plans. organizes: and directs

the wdrk, of the staff of a major sccticn or department of thc library,
reviews work and passcs on difficult prcblems, and docs highly skilled
professional work. : : ? ¢
Scnlor Librarian (L%H;arlan I1) - - Professional cmployce doing varied and
difficult profussionel llbrtry v1Qrk undtr gencral supcrvision; may also
be responsible for a subordlnnte functlon, and txerc1sc supervisory
responsibility over o small staff or act as assistant supervisor of a
large staff. ' . \

. Junior Librarian (Librarian I) -~ Beginning professional position, requiring

‘ a colleqge of university education, plus a degree from an accredited
library school. This is the tralnee grada, for which no profe551onal
experienca is requirod. .

Professional Library Traince -- An-cmploycé who is currently cnrolled in-a
graduate library school of reccognized standing.

Non-nrofessional Employce -~ Employee ‘in a position’, the duties of which are

of a mechanical and/or routlne mature, not requiring’ profHSSLOnal
library education. . _ .
T A
Branch Library'Assistant -~ Non~professional employee assigned to work in a

branch or station of =& 11brarv.

»

Igbrary Aid -- Employecc assigned to clerical and/cr routine library work: for
which a profussional llgrary oduca tlon ig not rtqu1rcd

" 110
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.

LIBRARY P,GC

’ (Student assitants)

- . . ~ .

DEF INITICH .

- . Positions in this*class arc filled on a part-time basis by studants,
. and have limited responsibilities.

’

LBILITY TO : .

pParform routine unskilled clerical procgdures accurately. .
Follow oral and written instructions.
Get aYong well with others. -

"+ EYPERIENCE . . ‘ “ %

No.pravious vork experience is required.

[ .

Aruitoxt provided by Eic:
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. MONITOR

.« DEFINITION

With ultimate respensibility to Chief Librarian and immediate

responsibility to senior librarish in charee, moniters the rcesding
room to assur¢ an atmocphere conducive to study and reading for all
N, . .
\ pcople using the library.

ABILITY TO

Work coopcrativelv with all library personnel and the public.
Maintain safety for all porsonnel within the library.

- Maintain ccntrol of public restrooms.

Judge when outside assistance is needed.

-

i .
ESIRABLE QUALIFICATIONS

Firmness and conviction. ¢

Tact _% )

.Unbiascd jUdrment.

Impartial attitude. * . ‘

B R Y~
L)
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STUGEMNT ZWOUSISTIIT

~ . ~
DEFINITIOUN .

Under supervision, to perform clerical or other ncen-technical library
work within clearly dcfined routines: and to do other work as requircd.

-

ABILITY TO .
Establish and maintain effcctive cooperative relations with tﬁe public,

superviscrs, and fellow employees. R
Ledrn detailed. specific library practicces and techniqucs.
Do detailed work accurately. )

- Understand and follow oral and writton dircctions. -
EKPERIEHCE . . - :

No previous work cxpericnce is required.

.

—~ .
:
.
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{
CLERK/TYPIST

DEEINITIOH

With background of- business cducation or training, to pcrform a variecty
of office proccdures and usce office machines and cquipment.

PESIRABLE QUALIFICATIONS

-

Do clerical work with speed and accuracy.
- Lecarn rapidly specific ‘routines and usc of tools.
Understand and fcllow oral and written instructions.

LBILITY TO

Type a net of 50 WPM. . )
File accurately.

Maintain accurate records.
Opcrate standard office machines.

@

EXPERIENCE

This position réquires,a minimum of 6 months previous experience.
. - . £
) {
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LIBRARY ASSISTANT I

DEFINITIOMN

- \; Under direction to do clcrical work of average difficulty which is
-  relevant to the specific departmont of the library.

- . B -

DESIRABLE QUALIFICATIONS

¥ ‘ Completion of high school cducation.

ABILITY TO

Type from clcar copy at a rate of 40 WPM

Ability to do clerical work with sp2cd and accuracy.

Establish and maintain cffzctive cocporative relatlcnshxps with the -
publlc, fellow emnloveces and supervisors.

Leatn rapxdly specific rulba, rbgulatlons and processes and to apply
them in a variety of cascs.

Learn rapidly library tcrminology and standard library practxces.

Understand and.follow oral and vritten instructions.

EXPERIENCE

1 This first level requires no previous training or experience.
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LIBRARY NASSISTANT IT

T

/

DEFINITICNM

o - ——— r———— -
-

Under gconeral supervision, to perform a varicty of difficult and
rusponsible clerical work, to supervise clerical staff;” and to do othcr work
as requirced., ‘ ’ )

’PESIRABLE QUALIFICATIONS

- . .

Knowlodge of library terminology and basic techniques.

nbility to maintain cffcctive relationships with the public and to work
coonyratxvgly with professicnal library pcrscnnul and fcllow lxbrarv

! assistants. . :

ability to lay out and surervise work of clnrlcal assistants and
especially p=art -time student helpers.

Knowlcdge of book collection and its use.

Complition of high school education.

ABILITY TO

Do responsirble clerical work with spced and accuracy.

Learn rapidly specific rules, rcgulatlons and procedures, “apply them
and tcach them to othors. ’

Ab111ty to type with acceptable speed ‘and accurwcy

Give ‘clear oral and written instructions.

.

Prepare accuragc reports. .

EY

EXPERIENCE ' .

Three yecars of work ;xperxencc, cither library, busincss, or in a
related field. .




LIBRARY ASSISTANT IIT e

» DEFINITION

Under dircetion, to coordinate and supcrvisce non-professional library
persenncl within a particul-ar department of the libravy: to train now clerical
assigtants as well as studont pages. to verform accurate record work, and.

assist in the hiring of clerical pgraonnbl.

1 : DESIRABLE QU“JIPICATIONS

Knowledge of modern library trands.

Knowlcdge of ‘library proccdurcs and records.

Knowludge of becoks and book colliction and ability to assist readers.
Graduation from high school and a minimum of two ycars of cellugc.

ABILITY TO : . ‘ ]

York cooparativcly with profissional library pcrsonncl.
Supervisc and coordinate clerical staff cngaged in a varicty of wcrk.
Instruct and supcrvisc student assistants and pages.
Make -clcar and comprchensive roports.
B Keep rccords accurately.
5Wff Recommend new procedurces and forms for the lmprovgm-nt of library
scrvice.

.

EXPERIENCE

« A minimum of 5 years ‘experience in a library of rccognized gtanding,
performing work of an 1n;rca51ngly responsible naturc. .

S
s
~1
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SECRETARY .
DEFINITION
> ) * Under direction, performs a variety of secretarial duties which

do not require experience in librarv work, although this is helpfuf.

DESIRARLE QUALIFICATIONS )

Business college education. -
Training and exvericnce in office procedures. -
Knowledge of business ethics,

Accursacy, initiative, tact, judgment, memory.

ABILITY TO | -

Haintain ccoperative relations with library personnel, board
members, and any public and sales representatives calling on
librarian,

Kegp accurate records.

take clear and comprchensive reports.

Type a net speed of 50 WRI,

Take dictation at 80 */F{,

Transcribe dictated materials accurately.

EXPERIENCE : L : \
Two ycars successful sccretarial expérienge.

. ’
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ADHMINISTRATIVE ASSISTANT

.

DEFINITION
¢ . .
Under direction of the Chief Librarian, performs a variety of
+ responsible duties. This position renuires a backaround and
understanding of library operation, budgetary nroccduxcs, bookkecning,
business tralnlnq and expericnce.

DESIRABLE QUALIFICATIONS

Knowledge
*Knowledac
Accuracy,
A minimum

of office nrocedures and Businoss ethics.

of general library operation and Lyrm1nologv
initiative, tact, judgment.

of 2 years collcge education.

.

ABILITY TO

Work
Keep

coopezatively with library personnel and board members.
accurate and concise records.
{lake clear and comnrchensive reports.
Type net spced of 50 "1,

Operate standard office machines. -

EXPERIENCE ’ [N
5 yecars of sccretarial experience performing work-of an
increasingly responsible nature.

4
1
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PROFESSIONAL LIBDARY “TRAINEER )
* — *y

DEFINITION 7 p -

115

An omployde who is currently enrolled in a graduate library school of

recognized standing, R .

-~
»

-

DESIRABLE QUALIFICATIONS

Interest in librafy tcchniques and procedures. ability to meet the

-public agrecably and¢maintain effectivoe rolations with immediate supervisor

and other staff members.

RBILITY TO

Assist ruaders in use of library facilities:
Do rcference work under direction of profcssional librarian.

v

EXDERIENCE -

- e
h Y

No experience required for entry into this class.

”




- . ' LIBRARINN I

DEFINITION

. . Y - /——
Under direction of a professional librarian, to do a varicty.-efii

professional work reo quiring a knowlcdge of library .tools, techniquis and

procedurcs. :

]
’ ’
- IS

” + - ¥ ¢

DESIRABLE QUALIFICATIONS -

L4

. £
. < A )
Knowledgz of: v
Library purposds, organizaticen, techniques and procoeduras, “standard
reference and bibliographic tcols, literjature and standarcd books

in various subject fizlds, library éla;sificaﬁion systems.

.

\ A * ) B : » - ‘ . -
. L ® 4 -
ABILITY_TO r ,
"ilcet thc public agreceably. ) ™~ .
. ’ Specak effectively to “groups.
- Maintain effective rclations with other staff m;mbers.
. ’ ' .
EXPERIENCE “ . .
No professional experience requircd for entry into this class.
4
. ’ . & ‘
\ . 'Y
* T, ‘ '

~ - : 1021 | C




LIBRARIAN II -

DEFINITION

Professional cmployce who, with rosponsibility to chief librarian,
plans, organ:.zcs. dir.cts the work of the staff of a departmint of the .
e library, reviows work and pass scs on difficult problems, and does highly
¢ skillcd profus 51cn11 worlk.

+

DLCSIRABLE QUALIFICATIONS

- E Knowvledgzs of: )
oo . Reador interest levcls, trands, and currcnt literature.
_Modurn library legislation. organization, services, cquipment.
. Bocks, sourccs, bibliographics,. refercnce materials, cataloging and
~ classification plans. ’ !

\
ABILITY TO

Plan, lay out and assign work of oth?rs.
Specak cffectivily to croups. =
v Promote interest in books and library services. - Vs
Advisc and sclect bocks for roaders vhich mcet their neccds.
Evaluate cataloging mzthods and procedures.
Establish and maintain cffcctive:cooperative relations with the public
and fcllow cmployces.,

\ | - :
EXPERIENCE

A minimum of 3 years professional experience in a library of recognized
standing and pcrforming work of a highly rasvonsible nature.

e Co122 g
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CHIEF LIBRARIAN
; :

DEFINITION
——— Ry B ‘

A professicnal librarian who, with responsibility to the Library Board,
plans organizes and directs the activities of the library; performs pro -
fessional library work, rcprescents, the library in an official capacity as
directed by the Board, and does other work as required.

[}
1

"“—"”’f”‘"WDESIRnBLE QUALI?IC \TIONS T

Knowledge of- » -
Modern labrary lcglslut;on, organlzatlon, polxcxcs, objectives,

i services and cquipment. :
; 'Business management of a library systcm including budget prbpa%atlon
- and control. . .
K Books. sources, bibliographies; rcfurnnCL matcrials, cataloging and

‘classification plans, ragistration and circukation procedures.
[

. "» 3 -
ABILITY TO
Plan, coordinate and dircct the work of the‘library.
Put into offect and administer sound policy. .
- Establish and maintain cffective relatlonshlps with lerary Board,
employees and the public.
Write clear and comprehensive reports.
Preparc annual budget estimatces and maintain eoffoctive budgetary
coptrol; *
Promote community intercst and cnthusiasm for library affairs.

/ ki . o * = 5

EXPERIENCE

" - K ) . .
A minimum of five years increasingly responsible experience in.
professional- library work with at lcast throe years of administrative duties
“in a library of rc¢cognized standing. : :
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: DUTIES .
LIBRARY PAGE
L}
} 4
Shelves books and other library materials. straightens books to
- - M . -J *
‘ . maintain proper order and neatness; vrocess new books and performs a
- + - .
varicty of errands and tasks as requested.
K
)
v ) , ’ »
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DUTIES
Y " . MONITOR '

Monitors all parts of thevlibrary on a regular basis, both inside

and out. Checks that all doors inside and cut on lower level are locked

>

_at 6 o'clock. Monitors use of restrooms through control of keys. At

closing time, checks all stack areas to be certain that all patrons have

v

s left. Picks up all books and ma?erials lcft on tables. Escorts staff

down elevator, through staff entrance door and to their automobiles.

s

i)
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; DUTILS
2
4 1
STUDENT ASSISTANT
- . ;
' !
. i
< , o
—ehargeﬁnd*&ischargerbmks—m&othcr%fbmﬂnatcmls;jprovidea '
basic information to library natrons abecut location of library materials v
vi raefers them to a Library Assistant or Librarian- registers borrowers; ‘
<
N files, does miscellancous typing requiring accuracy  answers the telerheona i
. -
and routes calls. ’ v ‘
. - d . ‘
- -
Al . »
. ’ 3
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i
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DUTIES -‘ :
! CLERK/TYPIST .
. . : ‘ b
|  Oorder Serxvicas ~

ERIC

R o e
bs
.

v

Type order cards from a variety of sourccs: verifv trade data in
bibliographics and other tools: tynme ordcrs for boocks and other library

materials, check books rececived against invoices.

o

- v
Catalog Services ) e
Type catalog and shelf list cards,,fiié and perform other clcrical )
‘duties of the departmcnf.
‘ 125
* ) _ik <




: . ) DUTIES - . _ : j

d
¢ ) Pl aguny - |

b .

LIBRARY #.SSISTANT I ;

] »

b- . : : .

T Charges and discharges books and other library materials, rcgisters

»

] borrowers, assists in filing and compiling of statistics, and docs guch ’ .

rclated clerical duties as are relevant to the department of the library.

¥ . -




- DUTIES

a8

LIBRARY NSSISTANT IX l

Order Sérvicgg

» 1

Be familiar with bibliogravhies and other order tools, scarch for

complcete trade data, scarch catalog for duplication and fcr other pertinent

information supervise checking books roccived and verifying accuracy of

invoices for payment. . ) ' - .

. 130 . |
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B

_ .. Public Services

DUTIES

-

LIBRARY ASSISTANT TI

- B .'
Supcrvises and participates in the charging and discharging of books

and othér library matcrials, the issuing of library cards and the maintenance

of reqi;tration files, sending of overduc notices, and all othcf processcs
relating to the department; explains to readers the arrangement of thc‘ '
library materials and assists readers in finéing materials; instructs readers

in the use of the catalog.

. | 131 | L




. ’ DUTIES

127

LIBPARY ASSISTANT IIIX

Public Service

Supervises the activities af non~professional library personnel

.

within the department; trains new clerical assistants and student pages,

coordinates all departmental working schedules.

-
- +




o

Assists the Chief Librarian in a variety of activities; takes
{
dictation accurately, compiles and organizes statj}stical and other
ey ' . B
reports, compdses replies to routine correspondence independently or
with general instruction, organizes and maintains office files, 4 °
operates standard office machines efficiently.
!
]
’ R
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T\/- Dl}TIEé »

BUSINESS OFFICE ASSISTANT

v
-

Maintains all fiscal reccords, develops bookkeeping rwocedures for
. » N
the library, preparcs payroll and related records., maintains proner

inventory records, assists the Chief Librarian, in planning annual

o

budget extimates and does other related duties as required.

T
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. “ DUTIES , ’~
. !
l: ‘ PROFLSSIGCIL LIBRARY TRATUEE
J
Undcr direction, does less difficult reference work, adsists rcaders
in the usc of library facilities: selcets material to fill requests and does
other professional work as required. |
s
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DUTIES
I ! : A
LIBRMRIAN I
——————————————— —Assists readers—in—use-of-library facilitiess
Does reference work of prof:ssicnal level. ,
Sclects matzrial to £ill subject roquests. 7 - .

- ¥
;

Prepares roading lists.

Selects and dirocts acquisition and classification of pamphlets,
. pictures, etc.

Recommends ordering of bocks in a specified ficld. .

-

Under supcrvision, assiste in classification and cataloging of reading

. ' materials. .
-
F . .
-~
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i o DUTIES )
. § " ———
: - LIBRARIAN: TI oo

Catalog Scrvices

.

@

a7
Develors catalocs and catalogirg procedures to mact the néeds of the

-

library. catalegs and classifics new books, dirccts re-cataloging, scarching

.

. for catalog information directs the ordering of printed catalog cards; ,

directs the shelf listing, tyning, revision and filing cof cards, supervises

-

S

~
.

_ the processing and rebinding of books, lays out and assigns work tgo clerical

'
'y .

¢ .
assistants: preparcs reports; keeps accurate records of books cataloged and
! ¢

-

wvithdrawn. assists in the formulation of cverall library pqli?ies; attends

conferences and mz2etings ‘as rcquired. *
- ¥
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‘book lists, plans special programs and displays. makoes community contacts

DUTIES

) ¢ «

LIBRMRIAN II

Children's Sorvices i L .." :

“

Plans, lays out and directs the program of children-a services;

B -

-
handles more difficult;refcrancc proklems, advises teachers, parzfits and

children on the choice of reading matter for childron: dirccts the program

of work with .school classes visiting the library; visits school, prepares

.

I
and works with organizations scrving children plans, lays out and assigﬁsﬁ
L}

work of assistants, prepares roports as required; dssists in the formulatiion

of over-all library policics; attends conferences and meetings as required.

-
>

)
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DUTIES

LIBRARIAN IT

Adult Services

Plans, lays out and dirccts the program of adult scrvices; directs the

develepment of reference materials and procedures. handles more difficult
reference questions: roviews thc acguisition, usagz and processing of audio-
visual matcrials, pamphl:ts and operiodicals; compiles lists and bibliographies;

.

keeps well informed on local avents, revicws book collection to determine need

for additions ‘end dceletions. partic{patcs in sclection of books to be

v

purchased for adult readers, lavs out and assigns work of professional and
clerical assistants preparas reports as required: assists in the formulation

of over-all library policies; attends conferénces and mectings as required.

| 139
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- | . ~ , CHIEF LIBRMRILII ‘ ' S 5

Plans, directs and carries out a program of library service for the
) . . V - . » 5
community, formulates library rules and regulations; selects, mzkes
agsignments of and suporvisos library perscnnel, recommends and directs the

. . R . ) |
“W cxecution of library policias and proccduras; meets with community groups . 1

to discuss usc and extension of library services and to roview books;

intcrviews publishers® rueorescntatives; studics book roviews in order to ’
B - v ]

evaluate curront books in toerms of the library's nceds; makes final - i

determination on the sclecticn of all books, documents, magozines and oth:g

material or-.-equipment for the librarv: nlaces beook orders: supcrxviscs the

classificatién and cataloging of books, ‘formulates an annual budget estimate

and controls budg_t expenditures, and attonds conferences and meetings as t
E . -~

required. ‘ ) 1
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APPENDIX H, "LIBRARY EDUCATION AND MANPOWER; A
STATEMENT OF POLICY ADOPTED BY THE COUNCIL OF
THE AMERICAN LIBRARY ASSOCIATION, JUNE 30, 1970,"
HAS BEEN DELETED PRIOR TO THIS DOCUMENT'S
SUBMISSION TO THE ERIC DOCUMENT REPRODUCTION
SERVICE. A ‘
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